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SMEAD can supply your every 


filing need. “IF YOU NEED IT 
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specify SMEAD products. 
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| Yes, it’s our hat, AND IT’S OFF TO YOU 
| ...not only during National Secretary Week 
... but also in appreciation of the job you do day in and 
a day out in speeding the progress of business in 
offices all over these United States. 
ur 
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ROYAL TYPEWRITER COMPANY, INC. 


World’s Largest Manufacturer of Typewriters 
TODAY’S SECRETARY e May, 1953 433 





TODAYS SECRETARY 


FOUNDED AS THE GREGG WRITER IN 1898 
Volume 55 Number 9 


May 1953 





De Re Ci BI ico tnencicerisinsrtinatincciintiinsiaitctiaareeninns ES Se ae 438 
Secretary to Ellery Queen...............00+ elon sid cinicdascaithaneaniaiinioontniebaiea Rolaine B. Hochstein 445 
PE 0 GE is cccehieritiicnesincsanicenintensscipneiaatrtdantataniiiaaripimentabinsinsed Robert Halan 449 
A Bomnet 00: Diy BSOCCC OE vsicsnscscccsiseccsccsitescornveens inchljellicabinetiigiieacs vats taciiiensdhtiinaanhisnsebresseeiess 450 
Job Hunting—the Easy Way.................0. cssediahieeigiitaidaabactabialldjaawsrsitepene Fred Panzer 452 
What Business Pays Secretaries............ ischaiisindehemesninigi chdeatah disaclecbidensindii dish ecsncesctianil 454 
Job Hunter’s Handbook: 
Re NIE EINE PION isccien sscninsnsitsnensabucceecotebiedioaesincsicinisituntiinnatbinssesiio Jack Bedford 455 
Be Wan I ONT, saiscecenboepsikariosnesloeateadanbohemdchaesssmepeatuiabnabien Rollie Abrahams 456 
I is UR ON is cee cadiiensonslonianiictonn EEE RS Son BER Florence B. Gould 457 
So You Get the Job—Whrat Them ?.............c.cccccccsccssrssessereees Elizabeth F. Trumper 458 
Reeiienas Tie COGS Cae OPO NIN ES oaccsisscsisccssiscnencsccctetanonsseccassionnens Florence Elaine Ulrich 463 


GOOD LOOKS SECTION 


















OEE LEICA A ER A Ene SL ET Oe 465 
The Executive-Secretary Look............000 cidhesadihilaaabetie Mag sidiiauappecssivesdeapliceciiataapasainipeti’ 466 
They Didn't Get the Job.... ..tlelen Whitcomb 468 
Tessie Goes Shopping............ aise vetinadiaits iiebaheclibinsaedaiabansiiind adie icanisdbiasshiesiniebins spetasicieias sisibiedien 470 
Patterned for today’s secretary..........csccscecseeeeeeee sdpsiencaddillcaliahsatanekpsotnsnisidteidabcingstticseibinigsite 474 
ipceshcirseisssennterencincetsilacbeniesialdiaienima thamlatiieiaibenioennesiguaainninidcimnenniininet 484 
IN SHORTHAND 

Expert Timesavers in Gregg Simplified (Part II)............cscccsccsssssssosscscessessesessessessseees 459 
DS SOT OE Bi COO ire iis ecssenccecesccscccnsisenes Ciaidacalt dipssihdisiesienla batedimiiniaiieishenitinbbndeinnpsmoestiin 460 
We Will Not Be Intimidated (Part I) sscessessereessseseed Crome Kearful 472 
Glory and the Glamour Joby..............ccccsscssssssssssesceees spididinic onidanieitoaienseeieied Donna Dickey 478 
INO BORON 5. sicscdscctovnsdniatnsaiccuneieeneimimmnadaaamaninienceties Dr. A, E. Klein 479 
Glossa TY cevccccceccsccccccececesecccccceoccssccecees Os eeererecccecesccceecseessesesesesceseescs Oeceereecceecceeesececesseecssseseeeess 488 
a NE NE I os ccreeidoinciicpennsesinveestnase cael eater ache eneecea a Diiakeoniensiniens 188 
SECRETARIAL SKILL BUILDING 

Shorthand Penmanship: Junior and Senior OGA Tests............0++ sAptchieaslidblinialetdattaatactis 464 
NE IN iiesisiipbinselasenssciresensieascgecuenabaniataainatacs MAMA cotaetnadeialaniibicenciacaatisceemekovannesitas 479 
Typewriting Arrangement: Junior and Senior OAT Tests...........ccccccccesccscescesseseeceeees 475 
Typewriting Speed: Competent Typist Speed Test...........cccccscccsscsscsscsssssssesceecesseeseseesees 476 
eR SIGN Ae PON i cioec sintnnasecteescadeictuntiitimteitaaatasatiiniicnseiochossesiildeieassrnsesonsenséees 477 





Editor and Publisher: ALAN €. LLOYD, PH.D. 


Managing Editor: MERRITTA BROWN 
Associate Editor: HELEN H. WHITCOMB 
Shorthand Editor: CHARLES E. ZOUBEK 


Typewriter Editor: KAROLD H. SMITH 


Assistant Editors: CONSTANCE L. HALPIN * WALTER M. LANGE 


CATHERINE A. SLATTERY 
Special Layouts: JACK MARZULLO 


Editorial Associates: £. LILLIAN HUTCHINSON, A. E. KLEIN, R. ROBERT ROSENBERG, 
JACK ROMAGNA, MADELINE S. STRONY, CHARLES LEE SWEM 


Circulation Manager: FLORENCE E. ULRICH 


Business Manager: ©. WALTER EDWARDS 


West Coast Representatives: Los Angeles 17—cart w. pysincer, McGraw-Hill Publishing 
Co., 1111 Wilshire Boulevard, MAdison 6-4323 

San Francisco 4—RICHARD Cc. ALCORN, McGraw-Hill Publishing 

Co., 68 Post Street DOuglas 2-4600 


PUBLISHED MONTHLY, EXCEPT JULY AND AUGUST, BY GREGG PUBLISHING DIVISION, MCGRAW-HILL 
BOOK COMPANY, INC., AT MCCALL CORPORATION, MCCALL STREET, DAYTON ], OHIO. EDITORIAL 
AND EXECUTIVE OFFICES AT 330 W. 42 STREET, NEW YORK 36, N. Y. SUBSCRIPTION PRICE: 
UNITED STATES, $3.00 THE YEAR; MEXICO, CANADA, GREAT BRITAIN, AUSTRALIA, OR ANY 
COUNTRY NOT IN THE POSTAL UNION, $3.25. RE-ENTERED AS SECOND-CLASS MATTER, JANUARY, 1953, 
AT THE POST OFFICE, DAYTON, OHIO, UNDER THE ACT OF MARCH 3, 1879. COPYRIGHT, 1953, 
BY GREGG PUBLISHING DIVISION, MCGRAW-HILL BOOK COMPANY, INC. PRINTED IN THE U. S. A. 


434 TODAY'S SECRETARY ¢ May, 1953 














{ 
were 


coats 








— 
were 
lv Ww 


! 
— | 
\ kee 


of o1 
spor! 
pt | De 


‘ 


She 





a 


| W 
list | 
plifi 
Arre ARING ON OUR COVER—Pretty as! Apr 
*™ May is this career-bound dress with ¥°™ 
its redingote effect. Its sophisticated, yet} 49 
youthful, lines make it a perfect combi-| P™ 
nation for any secretary. Note the perky 
collar and dolman sleeves. Collar and 
underskirt reverse the polka-dot print of 
the dress. And the fabric (Soap ’n’ Water) P!" 
“Everglaze” Taffa cotton) makes it as| 
easy to care for as it is fun to wear. De-' the 
signed by Jackie Morgan of California,| ‘“ 
it comes in navy, charcoal, red, or brown|!" 
with white. Sizes 10 to 18. Under $20 Ho 
at L. Bamberger & Co., Newark, “4 
Jersey; Winkelman Bros., Detroit; Levy’s, | “" 
Tucson; Downtown Bullocks, Los Angeles. dic 


It’s a Mystery At 


Smi 


lane 
*¢ 








MayBeE ITs A MysTeRY how Eller 





Queen solves one crime after another in| “& 
his interesting books, but it’s no mystery | Ah 
how his secretary aids him in the typing) *‘ 
of his manuscripts, the publication of, 1° 
Ellery Queen's Mystery Magazine, and| “‘ 
the writing of his correspondence. For on 
pages 445 to 448, Topay’s Secretary tells M 
all—under the title “Secretary to Ellery| 
Queen.” x 
And maybe you'll be interested to dis- | - 
cover that Ellery Queen is not one, but | 
two men. Curious? Better turn to page tel 
445 quick for the solution. 2 
| ne 
Big Celebrations = 
THERE ARE THREE IMPORTANT EVENTS | Z 
soon to take place that Topay’s SECRETARY | * 
has not neglected to make mention of in | ol 
this issue. We hope you will enjoy the ! rd 


following: | 
May 27 is National Secretaries Day- | 
so take a peek at page 450. . 
May 28 is the sixty-fifth birthday of | 
Gregg Shorthand—be sure to see see 


449. r 
June 2 is the Coronation—read “The | | 

Crowning of a Queen,” on page 460. | | 

Good Sports , | 


On pace 468, you'll find an article 
entitled, “They Didn't Get the Job,” by 
Helen Whitcomb. The two applicants 
shown in the article’s illustration were to 
point out the wrong way to dress for an 
interview; and, therefore, their attire and 
posture had to be exaggerated no end. 
We realized we would have difficulty ob- | 
taining models who would care to pose 
for such an uncomplimentary photograph; 
so, in desperation, we turned to our staff. | 
As we knew they would, two of our 
associates volunteered to model for us; 
and our troubles were over. 

As it turned out, though, their troubles | 











jreren't They had to lug extra shoes, 
—— |.oats, and hats to work on the day they 
were photographed and also sit back calm- 
ly while the rest of the office giggled and 
ioked about their odd attire. We're sure 
of one thing, however; we have two good 
Fr | sports on our editorial staff as well as two 
‘people who know how not to get a job! 
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Shorter Shorthand 


WE HOPE YOU WERE PLEASED with the 

jist of “Expert Timesavers In Gregg Sim- 
plified” that appeared on page 408 of the 

etty gs| April issue of this magazine. Because we 








ss with, Were sure many of you would be, on page 
red, yet} 459 of this issue you will find the second 
combj.| part of the series. 

e perky This idea was inspired by Mrs. Edith 
ar and| Smith, of Lewis and Clark College, Port- 
srint of| land, Oregon, who wanted a list of Sim- 
’ Wallen plified shortcuts she could refer her 
s it as| students to while they were training in 


ir. De! the higher speeds or while they were 
ifornia,| S¥dying to be court reporters. Secretaries 
brown interested in such a list 
ler $29) However, it is not recommended that 
New| these shortcuts be adopted by all secre- 
Levy’s, | téties—you ll not need them unless your 
ngeles, dictation is in the high hundreds. 


| Attention, Males! 


may be also. 


X 


IN THE FEBRUARY IssUE of Office Man- 
agement and Equipment, an article by 
Alvin M. Hattal analyzes the job of male 
a special opportunity for 
ion of Young men, The article shows that there 
e, and| Were nearly three times as many male 
For on| * retaries in 1950 as there were in 1930. 
Ry tells More than 100,000 are listed in the Cen- 
Ellery| sus of 1950; however, this number repre- 
“| sents only 6 per cent of the total number 

0 secretarial workers. 

Packard Junior College, of New York, 
tells us that there are excellent oppor- 
tunities for young men in this field in 
1953, They claim that they are 
never able to supply the demand for male 


Ellery 
ther in| 
nystery | 


typing secretary as 


to dis-, 
1c, but | 
O page 


also. 














| secretarial graduates. And male secre- 
svete | tities who have gone into the Armed 
; ENTS ' Services have found their skills to be 
ers | extremely valuable for advancement. All 
n of in| ' a " 
of which is certainly good news to the 
ov the ane - 
, young men who have studied or who are 
Dawes | now studying shorthand! 
lay of | | 
Way oO 
‘ o'|| TYPEWRITER DRAWING 
ami’ 
‘The | | 
|| "Yes, I write short- 
hand--but it takes 
article 
b,” by 
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» end. 
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or US; --Florence Buehler 




















AUDOGRAPH® sales and service in 180 
U.S. cities. See your Classified Telephone 
Directory under “‘Dictating Machines.” 
Canada: Northern Electric Co., Ltd, 
Abroad: Westrex Corp, (Western Electric 
Co. export affiliate) in 35 countries. 
Audograph is made by The Gray Manu- 
facturing Company — established 1891 — 
originators of the Telephone Pay Station. 
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f Maybe it’s just that she’s modern — willing to 
— try new things to do a better job. (Like finding 
out how pleasant and easy it really is to use the Audograph 
electronic transcriber.) 
Maybe it’s because she has a career, not just a job. (Free from 
shorthand chores, she takes on more interesting, important duties.) 


Maybe it’s her better clothes, pay and working hours. (When 
there’s overtime dictation, Audograph stays late for her . . 
during the day, she is worth more as an executive assistant.) 


. and 


Or... maybe it’s all those things that make the Audograph 
secretary someone special. Why not find out what Audograph 
dictation will do for you? 


auiOeKArk 


FREE — HINTS FOR SECRETARIES! 





The Gray Manufacturing Co. 

Hartford 1, Connecticut. 

Please send me the secretary’s Booklet K-5 
entitled “Strictly Personal.” 
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FIRM TITLE 
ADDRESS city 
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In celebration of National Secretaries 
Week...May 24 to 30...Underwood greets 
the Secretaries of America! Congratula- 
tions on the excellent work you are doing 
in ‘‘Speeding the World’s Business.’’ 
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Typewriter 
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AN Fedae= typewriter ever built! 


| 
No matter how well trained you are as a typist 


anginal ...in the long run you are just about as accurate 
| 





taries and fast as your equipment lets you be! 

greets : 
atula- | The new Underwood All Electric...even more beautiful 
doing than ever...is designed to make typing s-m-o-o-t-h, quick and 


relaxed. You can count on it to turn out the kind of letters 
| employers look for and appreciate...clear, clean, better 
letters, every time. 





| You'll get even spacing between characters, perfect 
alignment,clean, uniform impressions...not one of them 
a shade too light or too dark. 


The new Underwood All Electric has the most 
advanced Keyboard, scientifically designed to minimize 
finger reach. It has the most advanced electric Margin 
Set. Functional keys of the most advanced type, color 
controlled for ease and accuracy. Most advanced 
Scales and Indicator, for instant paper centering, 
heading centering and carriage positioning. 








And with an Underwood All Electric you can get 
as many carbons as you need...with no increase 
whatever in finger pressure. 


Ask to have a demonstration of this 
easy-to-type-on Underwood All Electric. Call your 
local Underwood Representative today. 


Underwood Corporation 


Typewriters . . . Adding Machines. . . Accounting 

Machines . . . Carbon Paper. . . Ribbons ae 

One Park Avenue New York 16, N. Y. 

Underwood Limited Toronto 1, Canada aa 
Sales and Service Everywhere 





er j made by the Typewriter Leader of the World 
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Only a Dictionary 
Backed by 


UNQUESTIONED 
AUTHORITY 
Is Worth Using 


Ent, ely New 


You can rely with 
perfect confidence on the authority, 
accuracy, and up-to-dateness of 


WEBSTER’S 
NEW COLLEGIAT:: 
DICTIONARY 
K Mevuam-Webslir 


HE latest in the famous Webster’s 

Collegiate series that, in succes- 
sive new editions for more than fifty 
years, has been nationally accepted in 
colleges, offices, and homes as the most 
authoritative handy-size dictionary. 


With the help of this indispensable 
handbook you will read with more un- 
derstanding, write with more accu- 
racy, speak with more effectiveness. 


Webster’s New Collegiate contains 
125,000 entries, selected with careful 
discrimination, giving 


clear definitions, 
exact pronunciations, 
accurate etymologies, 
correct spelling, division, 
abbreviations, synonyms, etc. 


It presents a wealth of facts about 
persons, places, 
weights, measures, 
monetary units, 
signs and symbols, 
rules for punctuation, 
use of capitals, etc. 


2,300 terms are illustrated. 1,230 pages. 
A choice of attractive bindings at book, 
department, and stationery stores. $5.00 
and up. Write for descriptive folder. 

Ask to see these other Merriam-Websters: 
Webster’s Dictionary of Synonyms $5.00 
Webster’s Biographical Dictionary 7.50 
Webster’s Geographical Dictionary 8.50 


G. & C. Merriam Co., Publishers 
Dept. TS, Springfield 2, Mass. 
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ESSIE: My, what a beautiful day! 

I love May—it’s always so sunny 

and nice. The birds are chirping, 
the flowers are blooming, and the sweet 
fragrance of spring floats on the soft 
breezes all about you. Am I giving you 
my spring fever? I’ve had it for over a 
month now and just can’t seem to get rid 
of it. But, with all this loveliness, our 
readers still have secretarial problems (lit- 
tle ones, but still problems). So we'd 
better get on to our first question for May, 


THE FIRST LETTER I spy is for you, Mrs. 
Strony; it’s from a male stenographer lo- 
cated in New York. He asks two very 
pertinent questions. The first one goes as 
follows: “Quite frequently, when I pre- 
sent a letter for signature, my dictator 
will tell me that he did not say a particu- 
lar word or words, After checking my 
notes, I’ve often discovered that the let- 
ter was transcribed exactly as the dictator 
had given it to me. In a situation such as 
this, would you advise that I not say any- 
thing and accept the blame, or should I 
call the error to the dictator’s attention?” 

Mrs. Strony: I think I can best answer 
this question, Tessie, by quoting from a 
book that I have written called, “The Sec- 
retary at Work.” In this book, it tells of 
the different types of dictators and how 


the secretary must adjust to them; but 
here is the quote, “Never, never say, “but 
that’s what you said,’ or ‘that’s what I 
have in my notes.” And there’s just a 
chance, too, that you may have misunder- 
stood what was said! 


Tessie: Here’s his second question, 
Mrs. Strony: “Is there one sure way to 
become an excellent speller, other than 
memorizing a lot of spelling rules?” 

Strony: Well, Tessie, the best way to 
learn to spell is to get hold of a good 
spelling book and really study it. It’s not 
memorizing spelling rules that we should 
bother about—it’s understanding them. 
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Once we understand the rules, we'll have , 
no trouble with our ie’s and ei’s; we'll | 
know when to double the r’s for the past | 
tense in words; we'll be able to select the 
correct principal or principle to use; and 
so on. Another suggestion is to study the 
English and spelling exercises by Miss 
E. Lillian Hutchinson that appear each 
month in this magazine. It would be | 
wise to look over all your back issues and 
start studying her articles. 


Tessie: Since your name is ringing in 
the air, Miss Hutchinson, we'll let you 
answer our next question. This one comes 
all the way from Canada and is from a 
secretary in an insurance company in | 
Alberta. She wants to know whether it is | 
correct to affix the prefix Mr, to the as- 


— 





sured’s name when typing contracts. And 
she wonders whether, when the husband 
and wife are joint assureds, both Mr. and 
Mrs. should be affixed to their names. 

Miss Hurcuinson: The following pro- 
cedure, Tessie, is used in the United 
States; we are not sure about Canadian 
practice. This young lady may wish to 
check our recommendation with the home 
office of some insurance company in 
Alberta. Titles are not included in the 
policies. A man’s name. would be typed 
simply “John Doe.” If he and his wife 
are joint assureds, the style used would 
be “John Doe and Mary Hamilton Doe, 
his wife.” 


Tessie: Here is a letter that is a sug- 
gestion rather than a problem. It’s from 
a secretary in an engineering company: 

“In a past issue of your magazine, m 
Tessie’s column, the typing department 
made a suggestion that has since been 
most helpful to me, The suggestion was 
to put a sheet of white paper, plus a sheet 
of carbon paper, under your cushion 
sheet when typing a stencil so that your 
boss can read the inserted sheet for cor- 
rections instead of having to read the 
actual stencil. My boss has thanked me 
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EXPERTS 





times for using this method; it is 
not only easier but much faster. It is also 
being made a general practice throughout 
the entire engineering office at the Chief 
request. I 


many 


Engineer's thought Tessie 





might like to repeat this information for 
the benefit of those readers who are new 
subscribers to Topay’s SECRETARY,” 

What do you think of that, Dr. Lloyd? 

Dr. Litoyp: Needless to say, Tessie, I 
am very much pleased. We're very happy 
that this suggestion has proved so helpful, 
and we hope that it will be of help to 
our new subscribers, also. 


Tesste: Speaking of especially gratify- 
ing letters, Mrs. Strony received a very 
wonderful one the other day. Remember, 
in our March issue, she advised a male 
secretary not to give up his campaign for 
a good job? This fellow was having all 
sorts of trouble finding the right job, and 
it seems that Mrs. Strony’s advice helped 
him no end. Since she’d be too modest 
even to mention it, I guess I had better 
let you this letter. Here's how it 
reads: 

“Dear Mrs. Strony: This is in reply to 
the letter you sent me about two months 
ago. Your advice has given me a great 
deal of encouragement. I hope, if there 
are any other people with the same prob- 
lem that I had, that your letter will serve 
the same purpose for them. 

“I am happy to convey the news to you 
that I started working for an important 
manufacturing company seven days after 
I received your letter. I started only as 
a mail clerk, as you suggested, However, 
about two weeks later I was told by the 
president of the company to prepare for 
advancement. A week later, I was trans- 
ferred to the engineering department and 
began work as a file clerk. I have been 
told by the employees that changes occur 
frequently. I enjoy my work very much 
and am looking forward to my goal—a 
private secretaryship.” 


see 


(Please turn page.) 











—— 


204 BUCKI-TALK & 


| Why ore Buckeye Ribbons =~” 


| 


| and Carbons like May flowers Z 


Cause using them makes every job look just | 
as tresh and clean as Spring itself. / | 


Howd you like to have me sitting 
on your desk to hold down papers 
and keep things neat? I'll be all 
yours if you write for me on 
your business letterhead and 
tell my folks the name and | 
address of the dealer where 
youd like to buy... 


Buckeye Ribbons and Carbons, 
| 7213 St.Clair Ave., Cleveland 3 Ohio 
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It’s easy to correct fluid duplicator masters 


with DENNISON PRES-a-ply CORRECTION TAPE 


: ae ' 









Cleaner, neater, faster — no carbon-stained fingers 


¢ No scraping, erasing, smearing « Lies flat — no waste 
¢ Self-adhesive — requires no moistening 
« Comes in convenient strips — no dispenser needed 
« Master does not have to be removed or realigned 














Measure length needed by plac- Press tape on back of master over In single 
ing sheet against correction in pert to be corrected and retype. and double 
typewriter. Cut strip and peel se of small piece of new carbon 


from backing. is optional. space widths. 


Ask your stationer for Dennison PRES-a-ply Correction Tape 








. 
Dennison aaelillitelateluPmaate hte 
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ERASERSTIK 


NO 
to erase pencil, ink 
and typewriter errors 
with this wood-encased, 
pencil-shaped eraser. 


with secretaries and 
typists whose job it is to 
turn out clean originals 
and neat carbons. 


erasing problems—a 
single letter or a word 
—without digging into | 
the paper. Leaves no 
“ghosts” 





Easily sharpened by 
penknife or mechonical 
sharpener. 


Look for the EraserStik 
trademark. If isn't on 
ORIGINAL EraserStik un- 
less it has the EraserStik 
name on it. 





We've seen it happen 
in office after office. 
Once a secretary gets 
used to EraserStik, noth- 
ing will ever separate 
her from it. Order from’ 
your local stationer. If 
he doesn’t carry Eraser- 
Stik, please write to us 


7099 > 
7099B with brush § 


FABER-GASTELL 





PENCIL COMPANY. INC. NEWARK 4. N. J 
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He ends by saying, “I am thanking you 
from the bottom of my heart for the con- 
sideration you have given me.” 

Isn't that a really wonderful letter? 
Mrs. Strony wrote back to him, of course. 
I won't go through her whole letter; but 
one line, which I think will be of special 
interest to all our readers just starting out 
in the secretarial field, went as follows: 
“The important thing is to get inside a big 
office and, once inside, I know you will 
go ahead.” Take a bow, Mrs. Strony! 

Srrony: Anything I have done, Tessie, 

| was thoroughly enjoyed, for it’s always a 
pleasure to help young people get ahead. 


Tessie: Dr, Rosenberg, here is a ques- 
tion for you. It comes from a secretary 
in Rhode Island, who writes: “My em- 
ployer ordered a cabinetmaker in our vi- 
cinity to construct a shadow box made of 
solid mahogany and antique glass for our 
office display window. The shadow box 
had been completed and was awaiting 
delivery when the cabinetmaker’s shop 
and all its contents was destroyed by fire. 
The cabinetmaker informed us the other 
day that the loss of the shadow box 
should be borne by my employer, since it 
had been completely finished before the 
fire, 

“Can this be possible?” 

Dr. RosENBERG: No, Tessie, this isn't 
possible; the cabinetmaker is wrong. 
Since the shadow box had not been de- 
livered to this young lady’s employer, and 
since title rested in the cabinetmaker until 
delivery, the loss would follow the title. 
The loss, therefore, falls on the cabinet- 
maker. 


Tessie: Here’s a question from a teach- 
er in Wisconsin, Miss Hutchinson. She 
writes that some of her typing students 
were discussing the syllabication of words 
the other day and one of the students 





asked how to hyphenate September 16, 
1953, it the typewriter bell rang on the 
letter S. Some suggested dividing it after 
the p, some said after the m, and some 
said after the 16. Finally, they decided 
to write and see whether we could help 
‘them solve their problem. 

HurcHinson: Well, Tessie, every ettort 
should be made to avoid dividing a date 
at all. Reason: The complete date is 
clearer for reference purposes. However, 
if a month having a long name like Sep- 
tember comes near the end ot the line, 
the year may be carried to the new line, 
the day of the month being kept with the 
name of the month, In general, it is bet- 
ter to leave a white space at the end of a 
line rather than divide a date 


| Tessie: Here is a question for Mr. 
|Swem. A student in Illinois wants to 
know how the authors of Gregg Simpli- 
fied can say that you can write a long out- 
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line for a word quicker than a short one, 

Mr. Swen: I am sure, Tessie, that the 
authors of Gregg Simplified never intend- 
ed even to intimate that a longer outline 
could be written more quickly than a 
short one. The intent of simplification is 
not to lengthen outlines but to provide a 
consistency of system, with few excep- 
tions, that may be learned more easily 
and more automatically. If an outline re- 
quires special effort to recall in the haste 
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of dictation because it is inconsistent, 
then its usefulness is questionable no mat- 
ter how short it is. A longer outline, if 
consistent and if it requires no special 
mental effort to recall, is infinitely more 
useful than a short one that induces hesi- 
tation. To that extent, the longer outline 
is certainly a quicker one to write. 


Tessie: Miss Hutchinson, here is a 
question from a teacher in Michigan. He 
says that one of the textbooks he uses in 
his class states that, “In general business 
correspondence, the symbol for per cent 
is used in preference to writing the word 
out when preceded by definite figures.” 
Since Gregg publications indicate that we 
should always write per cent in words, 
this teacher wonders whether or not this 
other rule is authentic. He also would 
like to know whether worth while is still 
written as two words. 

Hurcuinson: Well, Tessie, authorities 
have been known to differ on many rules. 
In the usual business letter, however, our 
editors prefer to spell out per cent rather 
than use the symbol for the same -reason 
that they prefer to spell out all words 
rather than use abbreviations for them— 
abbreviations and symbols impart a feel- 
ing of abruptness and haste that is un- 
desirable. 

However, in certain cases, the symbol 
is to be preferred—namely, when per- 
centages occur very frequently, as in sta- 
tistical and accounting matter; and in 
tabulations, invoices, and __interoffice 
memorandums. 

With regard to the second question, 
Tessie, Webster’s unabridged dictionary, 
which is our standard, does not include 
worth while as a solid word. 


Tessie: A secretary in Rhode Island 
asks this question, Mrs, Strony. “How 
can I let my employer know that it is 





sometimes very difficult for me to con- 
centrate thoroughly on prolonged dicta- 
tion in the middle of the afternoon? The 
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reason | find it difficul. is because of 
mental fatigue and also because there is 
so much running through my mind from 
the day’s work as well as thoughts of pre- 
paring everything that is to go into that 
evening's mail. I would much prefer to 
get him to give the dictation in the morn- 
ing soon after the morning’s mail has 
been opened and looked over. How can 
| go about telling him this?” 

Mrs. Strrony: This question is fre- 
quently raised by secretaries, ‘Tessie. 
However, in questioning those who raise 
the question, I find that lengthy afternoon 
dictation is quite often the result of late 
morning conferences. Also, as most peo- 
ple know, there are two types of workers. 
Those who start off with a bang early in 
the morning and “peter out” toward the 
end of the day and those who work best 
in the late afternoon and early evening 
ind who can’t seem to get started with 
any enthusiasm until about noon. Per- 
haps this young lady’s boss is one of the 
latter. However, since it is the job of the 
secretary to serve, she is the one who will 
have to make the adjustment. 

If, on the other hand, this employer is 
just procrastinating, then his secretary 
should try to have a talk with him, ex- 





plaining how much better she could do 
her job if he would give her the bulk of 
the dictation in the morning, 


Tessie: Miss Hutchinson, here is a 
question from the Plymouth High School 
Service Club in Wisconsin: “In our short- 
hand and commercial F nglish classes, we 
have been discussing rules of capitaliza- 
tion. One thing that really puzzles us is 
this-when do you capitalize the words 
company, association, and department? 

HurcHinson: Well, Tessie, it is true 
that many variations of style are followed; 
however, the styles that our editors use 
and that are considered up to date for 
business correspondence are, briefly: 

g Capitalize the names of companies, 
associations, departments, committees, 
etc. For example—Ford Motor Company, 
Advertising Department, Jewelers Asso- 
ciation. 

2. Capitalize the common-noun ele- 
ment of such names when they are used 
alone to represent the full name. For 
example—the Company, the Department, 
the Association. 


Tessiz. Before I sign off, friends, I 
want to remind secretaries everywhere 
that May 24-30 is National Secretaries 
Week and that May 27 is National Secre- 
taries Day. You have only about twenty 
days left to get this news across to your 
bosses, so better get busy right away. 
Showing them page 450 of this issue 
would be one way of bringing the fact to 
their attention. Till June, then, meeting 
adjourned! 














nontechnical, businesslike . . . this new 
text-workbook develops the quality 

that every employer lool:s for first in 
the business-college student .. . 


self-management! 


KO ersonality ancl Fated 


Rl iRins in Pstucas “* 


by 
LOUIS A. 


RICE 


AMEDEO G. 


SFERRA 


MARY E. 


WRIGHT 


208 Pages 


Here is an entirely new approach to guidance for business-college 
students. By means of a variety of carefully planned activities, the 


student builds a workable program for immediate use . . 


iext-workbook includes: 


®@ Discussion and activities that teach manners in business and 
dress and grooming ... for men as well as women. 

® Chapters on how to study, reading, conversation and speech, and 
interests ... especially useful in the general orientation course. 

@ Self-analysis charts, objective tests, problems for discussion and 
work sheets. 

@ Extensive references for further reading. 


A Teacher's Manual containing additional testing material will be 


available. 


Teachers .. . use 





Good manners make a visitor feel welcome 
List, $2.50 (one of the many, illustrations from the book). 


. a program 
that involves self-realization, self-analysis, and self-direction. The 





the convenient ; 

esupen to order | GREGG PUBLISHING DIVISION 
your copy and | McGraw-Hill Book Company, Inc. 
copies for your l (address your nearest office) | 
class. Please send me: | 
address: copies of Personality and Human Relations in Business | 
New York 36 at $2.50 each, less teacher's discount. 

330W.42ndSt. | Serene Cash enclosed 
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In every male there's a silent voice 

that tells him he is Lord and Master, 

the axis 'round which his private world 
revolves. In some of us it's a big voice; 
in others, just the echo of a whisper. 
But in all of us, it's always there. 


It's this that makes so many of us men 
take so many of the best things in life 
for granted. 


The admission doesn't come easily—but 
I'm spoiled. It's high time I broke 

down and thanked you for not undermining 
my little illusion that I'm Lord 

and Master at this desk. So thanks... 


for those big little things like knowing 
how to spell and punctuate and type 
letter—perfect copy really fast 


for never seeming to mind how much I 
dictate and never falling behind in 
transcription 


for your Mona Lisa smile instead of a 
scowl when the papers "you must have 
mislaid" turn up in my briefcase 


for the buttons you've sewn on my coat, the 
wedding presents you've bought, the 
reminders of birthdays I was about to forget 


for being as enthusiastic about dictating 
machines as I am 


for not allowing my desk to get too 
disorderly, despite my best daily efforts 


**Dictaphone”’ is a registered trade-mark of Dictaphone Corporation 
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Connie takes notes during a conference at the home of the Dannay half of Ellery Queen. 


Secretary to kK L L E RY @ U E EK N 


| Pert ser DI RIENZO is secretary to a mystery. Her boss doesn't exist out- 

side the realm of fiction. And, to make matters more complex, her boss is actu- 

ally two men. Connie rarely misses a day of taking dictation from at least one of 
them; yet she often works for weeks without seeing either of her bosses. 

Confusing, to say the least! The solution is simple, though, for Connie is secretary 

to Ellery Queen, world-famous gentleman detective of books, magazines, movies, 


' radio, and television. And Ellery Queen, is, of course, fictitious. But the two men 
DLAINE B. who originated the suave sleuth use his name for their authoring and editing enter- 
‘D CHSTEIN prises. Manfred B. Lee and Frederic Dannay are Connie’s “boss.” 


“People are always asking me if I’ve taken the place of Nikki Porter, the fictitious 
Queen’s secretary,” says Connie. “And it’s just too complicated to explain constant- 
ly that my Ellery Queen is two authors—not one detective.” 

The efficient Connie works for the bona fide Ellery Queen—Mr. Dannay and Mr. 
Lee—primarily in their function as editors of Ellery Queen’s Mystery Magazine. 
) Both normal, charming gentlemen and highly productive authors, they collabo- 
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rate on a slew of activities—writing novels and short 
stories, editing anthologies, conducting and judging 
contests, and, of course, personally editing EQMM. 

As a result of her job’s diversity, Connie’s workday 
is never dull, often exciting. A large part of her work 
is taking dictation and keeping records for Messrs. 
Dannay and Lee. And here is our final mystery: How 
is this possible if, as we've told you, she goes for weeks 
without seeing either of them? 

Again, the solution is elementary: Connie works 
with the Queens via the all-important telephone. Both 
Mr. Dannay and Mr. Lee work almost entirely at their 
homes in Westchester and Connecticut respectively. 
They rarely visit the office more than once a month. 
“So, you see.” explains Connie with a sly smile, “I get 
my orders from The Unseen Voices.” 


CoMBATTING THE RUSH-HOUR subway masses, Connie 
arrives breathlessly at the EQMM office on the East 
Side of Manhattan shortly before 9 a.m. One of the 
first jobs in Connie’s morning routine is sorting the 
mail—an unusually interesting chore in her case be- 
cause a large part of Ellery Queen’s mail is sure to be 
from authors, mystery fans, and readers from all over 
the world. 

“Some amateur detectives send in alternate endings 
to stories they've read in our magazine. They're often 
experts in matters we mention in stories, so a technical 
treatise is not uncommon. For instance, we once re- 
ceived an essay on bullfighting. Others remember 
small parts of mysteries from years back; and they 
want “Mr. Queen’ to identify the title, author, and so- 
lution. 

“And one of my bosses always does!” Connie ad- 











miringly tells of the Queens’ fabulous memory. “The curat 
have probably read every mystery story ever written! fully 
The Queens’ Girl Friday also works a great dea yow 
with Bob Mills, managing editor of EQMM. Aftel nem 
sorting the mail, she discusses the day’s work with Mi and 
Mills—and pours coffee for them both. And in tha} to b 
er 

love 

“L insist,” says Connie, flashing her bright smild Esp 
“that Mr. Mills should take turns with me in doing th EQ) 
pouring honors. And he insists that coffee serving is 4 judg 


cup of coffee lies the one grain of contention aroun 
the office: 


woman's job. We often reach an impasse till the coffee} che. 
half cold.” nie 
goil 
AFTER THE COFFEE CONFERENCE, the phoning begins) tha 
For about an hour each morning. Connie sits, phone | 
on shoulder, taking dictation, noting instructions) jet. 
searching for records, and discussing assignments witht wat 
Mr. Lee or Mr. Dannay. Baas 

“Though they've presented me with all sorts of the 
devices for holding the phone, | still have a hard time tior 
straightening up after long sessions,” laughs Connie} of 
looking none the worse for the “ordeal.” i wh 

The phone doesn’t slow her shorthand. A speedy| |} 
stenographer, she can be going along at her usual) Co 
clip, thinking nothing of it, when people will walk by a | 
and stop short to exclaim: “How can you go that fast!" as 
She guesses it’s all in practice, which she receives! aré 
plenty of. 

After the telephoning, Connie sets about to follow Ar 
up all instructions and finish in time for the afternoon, “C 
phone session. Among all her responsibilities, drawing, be 
up authors’ contracts worried her most when she 
started working for the Queens. “The necessity for ac-| St 


M 
} m 
| st 
; C 





Secretary-by-phone might be a good de- 
scription of Connie's job. for much of 
her dictation is received over the phone 


Manfred B. Lee. the other half of the Ellery Queen 

collaboration. is also a boss-who-isn't-there. ; 
Like Mr. Dannay. Mr. Lee does most of his work at his 

home in Connecticut. But that doesn’t mean he 

cant keep Connie very busy just the same! 
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“The} curacy in terms, rights, and other legal matters is aw- 
itten| fully frightening until you get used to it—and, even 
t dea now, it’s still a little frightening.” She types interoffice 
au memos, all correspondence (for both Ellery Queens 
th My and Mr. Mills), and acceptance letters for manuscripts 
n thal to be published in EQMM. 
rou “Maybe I’m sentimental,” Connie sighs, “but I just 
love sending acceptance letters and checks to authors.” 
smild Especially gratifying is notifying winners of the 
ng tht FOMM contest. The writers of the mystery stories 
'S is 4 judged best by Mr. Lee and Mr. Dannay receive 
offee'} checks just about Christmas time every year—and Con- 
nie has the pleasure of informing winners that they're 
going to start the New Year with up to $2,000 more 
egins| than they ended last year with. 
phone Like so many top secretaries, Connie is a perfection- 
‘tions| jst. Her files, for instance, are always up to date, al- 
; With ways in perfect order. They have to be; for as well as 
business correspondence, reader mail, and contracts, 
‘ts of they contain authors’ cards that list complete informa- 
| timg tion about each author, with up-to-the-minute records 
mnie} of which story was published when, where, and in 
what language. 
eedy,) EQMM is published in seven foreign editions, so 
usual! Connie’s college major in Romance languages has been 
lk by a big help in keeping records. But not so great an aid 
fast!"| as her top-speed stenography, for which the Queens 
‘elves! are most gratetul. 


pllow ABouT ONCE A MONTH Mr. Dannay will call and say: 
noon, “Connie, we're piled up with correspondence. You'd 
wing, better take a run up here when you can make it.” 

she That means Connie takes a train from Grand Central 
rac-| Station to the lovely town of Larchmont—Mr. Lee lives 


Mr. Dannay refers to his valuable original 
manuscript of the first Sherlock Holmes short 
story while dictating to Connie. After he finishes, 
Connie pauses to check some details for him. 


in Roxbury, Connecticut, 100 miles from New York— 
and often works with the Dannay half of Ellery Queen 
in Larchmont. They sit in the famous Ellery Queen 
library, filled with rare first editions of some of the 
world’s greatest books and with one of the largest 
collections of mystery stories in existence. On warm 
days, Connie and the Queens adjourn to enjoy the 
charming backyard-garden. 


OTHER GIRLS are mightily impressed with Connie’s po- 
sition—her close work with “Ellery Queen,” which 
brings her into contact with many famous authors. 

It all began when Connie was hired to work in the 
business department of Mercury Publications, pub- 
lisher of EQMM. The clerical opening wasn’t the 
challenging job she had hoped for; but it was in pub- 
lishing, and the interviewer promised to tap her for 
the next secretarial spot that opened. 

Connie recalls, “Although starting as a Jill-of-All- 
Trades was a letdown, I knew the opportunity would 
eventually come if I waited long enough and did a 
good job in the meantime.” 

It certainly did. 

After almost a year of routine work, Mercury’s 
business manager called Connie into his office to say: 
“We've a job open for a secretary to Ellery Queen. If 
youd like it, it’s yours.” 

“Would I like it!” Connie is still enthusiastic. “I was 
floored. Being secretary to a famous author-editor was 
beyond my wildest dreams. I jumped at the chance. 
But, after I calmed down, I became a bit skeptical 
about my ability to handle the responsibility. It seemed 
like too big a job for the experience I had.” 

Determined to make good, Connie immediately 
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signed up for a refresher course in shorthand, which 
she attended at night while breaking in with the 
Queens during the day. Prudently, she had taken 
shorthand and typing courses during high school and 
college. She holds these skills largely responsible for 
her success in her busy job. 


DurRING HER FIRST MONTHS as Girl Friday to the 
Queens, Connie was determined to do an exceptional 
job. She went so far as to take her steno pad home 
at night so that she could read over her notes to speed 
up her transcription the following morning. One night, 
just after she had stepped out of the subway train, 
she realized that she had left the pad on the subway 
seat. Connie ran back to get it. The doors were closing. 
and she was almost beheaded in the process; but she 
retrieved the precious steno pad! “I had to go on to the 
next stop, and take another train back.” she laughs. 
“And I never took my steno pad home again.” 


By HER CAPABILITY, desire to please. and lively sense 
of humor. Connie has earned the appreciation and 
friendship of both Queens. Last fall, when they re- 
turned from a Nassau vacation, they presented Connie 
with a beautiful purse. Every Christmas it’s a large 
bottle of her favorite pertume (Shalimar )! And when 
the Ellery Queens have an event to celebrate—like their 
twenty-fifth novel or the tenth anniversary of their 
Mystery Magazine, Connie is always an important 
part of the elaborate party they throw. She has host- 
essed such guests as mystery writer Rex Stout. radio 





Connie also works closely with Bob Mills, managing editor of Ellery 
Queen Mystery Magazine. With both of them possessing a lively 


sense of humor. Connie’s day is never dull. Here Mr. Mills is 


holding the cover design for the Swedish edition of the magazine. 





star Maggi MecNellis. Lee Bowman (one of the ac- 
tors who has played Ellery Queen on TV), columnist- 
publisher Bennett Cerf. French author Georges Sime- 
non—and rafts of other nationally and internationally 
famous literary and theatrical folk. 


Once timp, Connie is now remarkably poised and 
charming. She feels that a girl gains confidence from 
such a demanding position. About the Queens, Connie 
has plenty to say, and it all boils down to this: “With 
two such talented, pleasant, and understanding men 
as Mr. Dannay and Mr. Lee, it is no wonder at all 
that Ellery Queen is one of the world’s most successful 
collaborations. They're such fun to work for, and such 
clever men.” 

She likes a little saying of Mr. Dannay’s—“People 
who write about crimes don’t commit them.” 


THE QUEENS like a lot of things about Connie—and 


their mutual admiration society—with Mr. Mills prom- 
inently occupying the fourth corner—is an inspiration 
to any secretary. 

Connie, of course, is an avid reader of mystery 
stories—especially those by You-Know-Who. And her 
favorite books among the preferred shelves of Ellery 
Queens bear inscriptions like this: 

“To our faithful girl Monday through Friday with 
thanks and appreciation, 

“Ellery Queen” 
(Fred Dannay ) 
(Manny Lee 


At the end of a busy day Connie heads 
for home: sometimes she even reads 


a few mysteries on her subway ride. 
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And one to GROW ont! 


BY ROBERT HALAN 


: S A WRITER OF GREGG SHORTHAND. you 

| can be justly proud of three things—the skill you 
have accomplished, the Gregg system itself, and the 
man who invented it. You have yourself to thank for 
the time and interest vou devoted to your shorthand 
| studies; but more than a little thanks is due the man 
}who worked, against terrific odds, to make sure that 





. young people would be able easily to acquire an 
art that had always been hard, if not tedious, to learn.” 
John Robert Gregg wrote at the end of the Preface 

to his first textbook, back in 1888, “. . . the endeavor 
_ of the author has been to compile a system so simple 


as to be readily acquired by the humblest capacity and 
those possessed of little leisure, and yet rapid enough 
to reproduce verbatim the fastest oratory. In presenting 
his work to the public. he asks for nothing beyond an 
impartial investigation and, with perfect confidence, 

| awaits the result.” 
No one had a better right to wait with “perfect con- 
| fidence,” for many have concluded that John Robert 
Gregg was a genius. At the age of ten he began to 
| learn shorthand—“Odell Shorthand,” an adaptation of 
the “Taylor System” that had first been published a hun- 
| dred years before. He mastered four additional short- 
hand systems by the time he was fifteen. He created 
_ his own system by the time he was nineteen. He pub- 


lished his first edition of Gregg Shorthand, first called 
“Light-Line Phonography,” just before he reached 
twenty-one. He ventured to America when he reached 
twenty-five. He founded a school (Gregg College) 
and a business (the Gregg Publishing Company) by 
the time he was thirty. He transformed a nation’s 
shorthand habits by the time he was thirty-five, and 
served as dean of America’s business educators until 
his death in February, 1948, at the age of eighty. 


How pip HE “INVENT” a shorthand system? After study- 
ing and mastering five systems of shorthand, and 
being dissatisfied with the awkwardnesses and incon- 
veniences of each of them. John Robert Gregg became 
convinced that the permanence and the strength of a 
shorthand system lie in its basic alphabet. As he experi- 
mented with the construction of shorthand alphabets— 
literally, hundreds of them—an idea occurred to him 
that had escaped shorthand investigators and inventors 
for centuries—an idea that, combined with its other 
natural features, gives Gregg Shorthand its fluency 
and speed. 

Earlier, shorthand inventors had assigned the most 
easily written characters of their alphabets to the most 
frequently used individual letters. They gave no 
thought to the frequency with (Continued on page 482) 
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A BOUQUET 


TO 


MY SECRETARY 





May 27 is the day when many bosses will be tossing bouquets 
(verbal if not actual) to their secretaries; for May 27, as you know, is 


NATIONAL SECRETARIES Day, the high point of National Secretaries Week—May 24 to 30. 


Read (opposite) why one boss is mighty pleased with his secretary. (You may want to 


shine up your own halo between now and then to rate some similar posies yourself. ) 


Flowers urranged by ANDREW D. GRUPP, New York 
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FOR... 


. taking such extra special pains on my monthly 
department report that goes to the president. And for 
understanding that a neat report speaks as well of me 
as it does of you. 


. being a substitute baby sitter the night my wife 
and I had an anniversary to celebrate and our sitter 
backed out at the last minute. 


. starting my day off right by putting as much good 
news as possible on the top of my mail pile. And for 
your never-failing smile and gay “good morning.” 


. appearing with a container of hot coffee just when 
my face is at its longest and my brusqueness lets you 
know that “he’s in one of those moods again!” 


. having your handy “repair kit” always within easy 
reach. I know I’ve become a steady customer of your 
spot remover, spare buttons, and Kleenex department. 
So, for a change, refill the whole kit and bill me. 


territory, and the names of his wife and five chil 
have made me a “favorite guest” in many a town. 


.. being one of the neatest and most’ tr 
taries in the building as well as one of t 


my office doubly attractive, my Vis 
envy, and my chest swell with pri 


... learning a second : 
bled handwri writing. The 


.including that “especially complete” itinerary in... ow don’t think I don’t x Pe 


each of my trip folders — your notes on how I enter- 
tained a certain individual the last time I was in his— 








. reminding me tha’ 
tet: room” wh 


hi. 


‘eo e patiently 
talk things out. You've giv 


ede ts my part-time shopper 
secretary — not only remembering 1 my 3 
but also her sizes. 


.. keeping our office so very v : 
you leave for vacation or are out 
are here in spirit. 


. observing and Beane 


Cheishenaa ties. Men like to ¢ u know; ; 


h you don’t say 






d. 


Ue BT 





. . Shouldering the bi any mistakes that are 
not your own and, 2, keeping a smile on N 
your face just so aine. (Yes, 1 found : 
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ERHAPS you are looking for a 

job. You've heard about the 
great shortage of secretaries today 
—but you're finding out that get- 
ting the right job is still pretty hard 
work. There are newspaper ads to 
be checked, friends and relations to 
contact for job leads, offices to be 
visited, endless applications to be 
filled out, and interviews to wait 
for. 

Many secretaries shopping for 
positions have found the local office 
of their state employment service a 
big help—and it’s a free service that 
doesn't extract a penny from slen- 
der job-hunting budgets. Each state 
has an employment service with 
offices in major cities. Specially 


trained personnel experts on their 
staffs help you find the proper po- 
sition. Their contacts cover a wide 
range of businesses, so you often 
can be placed in just the type of 
firm you want. 

In our picture series we followed 
Irene, a typical secretarial job seek- 
er, on her visit to the Commercial 
Office of the New York State Em- 
ployment Service, at One East 19 
Street in New York City. 

At the interview, Lrene was given 
some sound advice: “There is a 
secretary shortage, but employers 
still maintain high standards; no 
girl can expect to walk into any job 
opening. She has to have ability 
and good grooming. Employers de- 


TODAY'S SECRETARY ¢ May, 1953 





THE 


mand a minimum speed of 45 words 
a minute in typing and 80 words a 
minute in dictation.” 

Unless applicants have had con- 
siderable experience, the state em- 
ployment office usually asks them 
to take a dictation and typing test. 
“Our performance test saves em- 
ployers a lot of time and money— 
and improves your chances of being 
hired, too,” Irene’s interviewer ex- 
plained. 

When Irene returned from the 
test, the interviewer began the im- 
portant task of matching her abili- 
ties and needs with the current 
openings. This is the crux of good 
placement work (Irene must have 
a job she likes in order to do her 


JOB HUNTING 


EASY WAY 


BY FRED PANZER 


best work). When the interviewer 
found the right position for her, 
he called the employer for an ap- 
pointment. He also gave Irene some 
straight talk about wages and the 
background of the particular com- 
pany she had been recommended 
to. 

Thanks to her own ability and 
the briefing she got at New York 
State Employment Service, Irene 
was hired. NYSES last year placed 
3,300 experienced secretaries in 
New York City alone—and without 
charge to anyone. If you are looking 
for a position—full-time, part-time, 
or even temporary—plan to visit the 
local office of your state employ- 
ment service. 
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At NYSES Irene’s first stop is at the 
tives and friends: she doesn't want to she decides to try the New York State reception desk. where she is directed 


Irene checks want ads. consults rela- But job hunting is hard on the feet: 


miss any possible job leads. Employment Service for its free help. to the proper department. 

















The interviewer is a trained job spe- 


The application she fills out is the NYSES service includes performance 
quickest. easiest way to let the inter- tests in typing and shorthand. Employ- cialist. He can give you sound advice 
viewer know her qualifications. ers prefer test-selected applicants. and help that brings results. 


Irene is sent to an employer by NYSES. Irene feels confident and poised as she And pay off it did. Thanks to her own 
She checks the proper floor. Now it’s meets employer: she knows she has the ability and the help of the New York 
all up to her. skill he wants. This is the pay-off. State Employment Service, she’s hired! 
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WHAT 
BUSINESS 
PAYS 
SECRETARIES 


ANT TO SEE HOW your 

salary compares with those of 
other secretaries and stenographers 
around the country? Then you'll be 
interested in this survey, compiled 
by the National Office Management 
Association. Polling its members in 
chapters throughout the United 
States and Canada, NOMA has 
gathered the average salary figures 
for four different grades of secre- 
tarial workers as of October, 1952. 


CaTEecorY NO. 1 contains only pri- 
vate secretaries—fully experienced, 
extremely competent girls who are 
secretaries to senior executives— 
they perform work of a confidential 
and technical nature and relieve 
their bosses of minor duties. 

In Catecory No. 2 are the secre- 
taries who have only slightly less 
responsibility. They are secretaries 
to executives and must be well 
versed in all the technical language 
of their particular business. They, 
too, must be able to relieve their 
bosses of minor details and duties. 


SENIOR STENOGRAPHERS comprise 
the Category No. 3. A senior ste- 
nographer must have a knowledge of 
proper letter forms and complicated 
setups, must be familiar with com- 
pany organization and routines, and 
may perform related clerical duties. 


In Catecory No, 4 are the junior 
stenographers. They take and tran- 
scribe routine dictation involving 
generally used business terms, and 
they must have a general knowl- 
edge of company routines and set- 
ups. 

The figures in all four categories 
represent only salaries of female 
workers. 


454 








Average Weekly Rate Paid Secretaries in 47 Major Cities 


in the United States and Canada 


—, 











City AND STATE OR PROVINCE 1 2 3 4 

Birmingham, Alabama ....................... | $51 | $48 | $49 | $42 
EE en CTE 58 57 | 53 | 51 
Los Angeles, California........................ 78 | 68 | 63 | 60 
San Francisco, California...................... 72 | 62! 60 53 
Bridgeport, Connecticut ...................... 68 62 56 | 53 
Wilmington, Delaware ......................... 76 | 6l 56 | 47 
Miami, Florida 67 56 | 55 | 46 
Ug NII, 5.20.0 0<<ecaconnsnesevsecnscnes 67 | 54 | 35 | 46 
ik 5 iicnksondidiapaidnabenbanipaiaes 61 | 56) 55 | 46 
Os 5.........5 cd 64| 54| 5o| 42 
Indianapolis, Indiana .......................... 69 62 55 46 
NII WIRED. -.2..-:.00:.sacensasinnsnnicies 60 | 52 18 12 
MR RMIOOOD, .........-.0--sescocecczseanseeresss 55 | 49 4 12 
Louisville, Kentucky ............................ 65 60 56 51 
Baton Rouge, Louisiana........................ 78 | 62 65 57 
ES 56 | 51 | 49| 44 
Baltimore, Maryland ............................ 68 | 59 | 57] 50 
Boston, Massachusetts ......................... 65 | 54 50 42 
SA MIND vs nscsenchnawenasndes sees 72 66 61 a4 
Minneapolis-St. Paul, Minnesota OL 56 | 50 th 
Jackson, Mississippi .............................. 63 | 51 19 | 39 
Kansas City, Missouri........................-.. 64} 55 | 52| 47 
i. ES .. ... .. scapctcaneaseabsccecas 65 59 5: 44 
Pe, BOGE DOCOGT........0scccsccccccesssseces 73| 62 56 | 49 
Trenton, New Jersey ..............cccc0c0000+. 58 | 59) 52 19 
New York, New York........................... 71 61 | 55 47 
Syracuse, New York....................002..008- 61 55 a2 13 
Charlotte, North Carolina.................. 58 55 51 44 
Cemeemeeel. Giinhe ..............cccceces00ss... 67 58 55 17 
I MI aiid cas eciascdeedsbitoseccoesen 71 ot 60 52 
TUE IND, nsec ccsncoccessceconasers 82 68 65 54 
PU, IIE nn ccc esavcnsadonssvenngss 66 59 56 19 
Philadelphia, Pennsylvania ................. 68 60 53 16 
Pittsburgh, Pennsylvania ................... 74 6l 52 15 
Providence, Rhode Island ................ 58 a2 ih 10 
Greenville, South Carolina .................. 63 51 19 tl 
Nashville, Tennessee .......................... 60 a2 15 15 
8, 2, sya sesglvne snandcewsbbediaaes 67 62 62 53 
sd cs « susmanbipmn cia 7 66 62 53 
Seattle, Washington ............................ 67 57 58 eS | 
Milwaukee, Wisconsin ...................... 71 60 56 48 
Calgary, Aiberta, Canada ................... 56 49 16 40 
Victoria, British Columbia, Canada... 51 | 44 43 34 
Winnipeg, Manitoba, Canada .............. 51 | 41 38 33 
London, Ontario, Canada ..................... 51 | 42 40 32 
*Toronto, Ontario, Canada .................. 53 | oo | 44 | 36 
Windsor, Ontario, Canada ................... 59 | 53 | 48 41 
Saskatoon, Saskatchewan, Canada........ 50 41 41 35 


' 


*Figures for Toronto were derived m a somewhat different manner, and the jobs and 


descriptions may not be exactly the same as those used throughout the rest of the survey. 
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Been thinking of changing your job—or perhaps 


finding 


your very first? If so, this and the next few 


pages—our Job Hunter’s Handbook—are dedicated to you to help you win and make good on a wonderful new job. 


You answer the want ad f AGS 


BY JACK BEDFORD 


ONE OF THE EASIEST and cheapest ways to learn about 
job opportunities is to consult the help-wanted ad- 
vertisements in the newspaper. Some of the best jobs 
are advertised here—and often you are directed right 
to the company, sc no agency fee is involved. 

Many of the better positions are described in “blind” 
ads that require you to write to a box number in care 
of the local newspaper. Here are some suggestions 
that will make it easy to write a letter that will encour- 
age the advertiser to call you for an interview. 

As the first step in answering a help-wanted ad- 
vertisement, it is essential to know exactly what the 
employer wants. An easy way to do this is to make a 
check list of all the job requirements listed in the ad- 
vertisement. For instance, here is a typical “blind” 
help-wanted ad: 


SECRETARY~—Interesting position for 
a young, single girl with initiative, 
capable of assuming responsibilities. 
Opportunity for advancement. Typing 
speed 50, top salary, five-day week, 
downtown office. Write Box X-435 
giving education, experience, age, 
ability, and marital status. 


In listing the points to be covered in applying for 
this position, you would include: (1) Young, single 
girl, (2) Initiative, (3) Assume responsibility, (4) 
Type 50 words a minute, (5) Education, (6) Experi- 
ence, (7) Age, (8) Marital Status. 

This simple check list of the employer's wants makes 
it easy to cover each of these points in your letter. It 
also provides reading insurance for your letter and 
prevents its being eliminated because some vital point 
is missing. 


APPLY FOR A SPECIFIC JoB. Many firms place “blind” 
advertisements in newspapers for several different 
types of jobs on the same day. When they pick up 
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their mail at the newspaper office, they may have two 
or three hundred applications for the different posi- 
tions. Naming in the first paragraph of your letter the 
specific job advertised, will accomplish two purposes— 
make it easy to classify the application, and put you in 
step with the reader of your letter. For instance, in 
answering the advertisement quoted, you could begin: 

“Your advertisement in Sunday’s Tribune for a 
young, single secretary prompts me to offer my ap- 
plication for this position.” 

An opening paragraph like this is direct and keyed 
to the specific help-wanted advertisement. Then, too, 
it does not try to attract unusual attention by being too 
different. It mentions the position, the requirements, 
the newspaper, and the date of the ad. 

Next, list the requirements mentioned in the adver- 
tisement. When you repeat the requirements of the 
position in your letter, the employer knows that you 
have a clear understanding of the job. It puts your 
letter one step ahead of many of the others and will 
insure a quick and favorable reading. For example, 
here is how the second paragraph could start: 

“I note that you want a young, single secretary 
with initiative, who is capable of assuming respon- 
sibilities and who can type 50 words a minute. Here 
are my reasons for believing that I have the nec- 
essary qualifications for this position:” 


WITH THIS TYPE OF APPROACH, you give the employer 
a clear-cut idea of your thinking. In addition, you re- 
mind him of the advertised requirements and make it 
easy for him to see how well your qualifications meas- 
ure up to his needs. 

In the third paragraph of your letter, it is best to put 
emphasis on the key want of the advertiser. For in- 
stance, in a review of the eight points this particular 
ad specifies, you see that the employer wants a single 


girl. This fact is mentioned (Continued on page 483) 
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You get the interview 


BY ROLLIE ABRAHAMS 


ONE WONDERFUL DAY not too long ago, my boss 
called me into his office and told me that my secretarial 
days were over—that I was to become his assistant. He 
suggested I hire my own replacement. “You know what 
we want. Get it.” was his only instruction. 

The experience of selecting Miss Right from about 
forty applicants who answered our ad or were sent by 
the agencies and schools I called, taught me more 
about job hunting than my own weeks of “going the 
rounds” or anv Do’s and Dont’s lists I had studied. Per- 
haps the ten points I gathered from the other side of 
the desk will help you: 

1. Appearance is important. Wear good business 
clothes, high heels, and a hat. | immediately lost inter- 
est in the girls dressed for hikes in the country or 
cocktail parties. Basic prettiness made no difference 
so long as the applicant was neat, confident, knew how 
to make the most of her assets. (This last knack usually 
ties in with on-the-job resourcefulness.) Go easy on 
make-up. Glamour girls are for glamour jobs, and 
there are no glamour jobs at ground-floor level—pre- 
cious few even at the top. 

2. The right attitude. | found two extremes—neither 
acceptable: the Hard-to-Get gal, who is doing you a 
favor by showing up, and the I-Don’t-Think-I’ll-Make- 
It type, who talks herself right out of the job. Neither is 
using sound psychology. Miss Right tells frankly what 
she can do, what she wants to do, and shows that she'll 
do her best. 

3. Speak up! Youd be surprised at the number of 
high school and college graduates who don’t know 
how to talk. I purposely asked general questions to 
turn the conversational steering wheel over to my ap- 
plicant. The girl who told her story calmly, clearly, 
conversatiovally—without studying the pocketbook in 
her lap or fading out mid-sentence—was the one whose 
phone number I took. Act as though you enjoy your 
interview. 

4, Ask good questions. When you ask the right 
questions in a businesslike way, you show your inter- 
est in the interview, your intelligence, and your po- 
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tentiality as a serious employee. “What will my duties 
be?”—“Would it be helpful for me to take additional 
courses at night?”—“What sort of magazine do you 
publish? (accounts do vou handle? work does the 
firm do? )”—these are good, smart questions. Leave it to 
the interviewer to tell you about salary, hours, vaca- 
tions. If she wants vou. shell be sure to let you know 
all benefits. Your asking about them first may give her 
the impression that you're looking for an easy 9 to 5 
berth. 

5. Dowt worry about marks. Good school grades are 
helpful, but they don't make that much difference in 
job getting. Good marks are taken more as a sign of 
conscientiousness than intelligence; and. if the ques- 
tion of marks comes up at all. it’s usually to see how 
rather than what you answer. For a girl whose marks 
were just fair, a good answer is: “I learned a great deal 
from my courses. Mv marks were average.” 

6. School extras. Again, activities ouside of class were 
less important than’ I'd expected. The girl who had 
been class secretary. yearbook editor, or club member 
often showed more poise than the non-joiner, and dis- 
plaved a healthy, out-going personality. But her ac- 
complishments themselves meant little because pro- 
fessional demands are so much greater than, for in- 
stance. the requirements to work on a school paper. 
[ found that applicants who had wholly or partially 
supported themselves through secretarial school or 
college were more efficient, more mature for their job 
experience. 

7. It's okay to be married. An employer wants his 
people to stick around for a while; he makes no profit 
in training girls only to wave good-by to them*in a 
short time. But the chances of a married girl’s leaving 
to have a baby are no greater than those of a single 
girl's popping off to get married. I depended on the 
answer to my question, “How long do you expect to 
work?” 

8. Tell the truth. One of the girls I saw looked like 
a mighty good prospect at first. She said shed been 


(Continued on puge 486) 
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How to quit your job 


| BY FLORENCE B. GOULD 


| FINDING A JOB takes a lot of skill and tact. Quitting 
a job gracefully also requires a bit of thought and 
consideration so as to leave only pleasant memories 
behind you. We hope you won't have to use this in- 
formation very often, however, because you pile up 
| a poor employment record if you become a job-hopper. 
Don’t jump to the conclusion that you should change 
your job just because things have begun to rankle 
recently or because there is a personality conflict. If, 
however, you have positive and specific reasons tor 


resigning and have given thought to the change you 
contemplate, you will be wise to heed these words of 
advice. 


WHEN YOU QUIT A JoB, it may seem the moment you 
have been waiting for—the chance, at long last, to 
discharge your pent-up gripes. Don’t do it! It is im- 
portant to leave gracefully and to leave friends behind 
you. This improves your chances of getting a good 
recommendation—it leaves the door open in case you 
ever wish to come back. 

Even though you dislike your boss, let him be the 
first to hear that you are resigning. And let this infor- 
mation come from you! It will not smooth the way for 
pleasant good-bys to have the news come through the 


| grapevine. 





If possible, give your boss a month’s notice. (Re- 
member, your replacement must give notice, too. ) 
Your boss may be the most disagreeable taskmaster of 
your acquaintance, but it won't help your job quali- 
fications if you leave him in a hole. If you have to stay 
long enough to break in a successor, do so courteously. 
Don't pass on to her your likes and dislikes of your 
employer and your associates. Let her form her own 
impressions. She'll find out their bad points soon 
enough. If, however, there are things she should know. 
such as the boss’s not liking her to wear perfume or 
to use the telephone for personal calls, it is your duty 
to tell her. 

Don't leave loose ends hanging, so the new girl has 
to call you on your new job to find out what to do 
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about them. Rather than impress your new employer, 
this will give him a clear picture of the “careless you.” 
You should be able to leave your work so well organ- 
ized that your successor can pick up where you left 
off without difficulty. You have no grudge against her— 
she’s only stepping into your shoes. Finish every job 
that you can so that the first few weeks aren't complete 
confusion for her. 


It’s ALWAYS IMPORTANT to give a reason for leaving. 
Your boss wants to know where he has failed, just as 
much as you do. If you feel the company is unethical, 
or if this is true of the employees, don’t discredit them 
or yourself by stating this as your reason. Find another 
excuse that will serve you better. It is always best to 
tell the truth, if the truth will not hurt other people. 
Perhaps wider experience is what you're after; and you 
know there is no way to get it on your present job. 
Then let your boss know. It will help him in choosing 
the one to take your place. 

If you are undecided about leaving, don’t ask your 
boss for advice. Under certain conditions, the advice 
you get may not be to your advantage. On the other 
hand, if your boss urges you to stay and you decide to 
leave anyway, he will feel annoyed that you rejected 
his advice. And you, in turn, would probably be em- 
barrassed. 

Clean out your desk and locker, or any space as- 
signed to you. Let the next occupant think of you as 
& neat person. 

Say good-by to all your co-workers, even those you 
weren't friendly with. A little pleasantness goes a long 
way to cement friendships, you know. So, let bygones 


be bygones! 


FINALLY, don't tell your boss off—even if you're being 
fired. No matter how injured you feel, courtesy and 
tact are more rewarding. Personality conflicts originate 
with you, more often than with your job. Once you've 
made your decision to leave, be charming about it; 
and best wishes will go with you. 
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So you get the job— 


What t 


BY ELIZABETH F. TRUMPER 


PROBABLY THE FIRST WEEK on the new job is the 
most significant because your adjustment to new tasks, 
new surroundings, and new personalities is a constant 
challenge. Some older employee may be jealous and re- 
sent your “intrusion.” while someone else may feel that 
she deserves your place. Others. may take advantage 
of your newness to test you with extra tasks well out- 
side the scope of your job. Yes, the first week on the 
new job is a proving ground for any employee. 

While others may drift in late. you must plan to be 
at your desk promptly. ready for work at the time set 
by your employer. Listen attentively to any instructions 
about your job and jot these down; for, no matter how 
good a memory you have, written instructions are all- 
important to a beginner. 

Brochures, pamphlets, and standard job specifica- 
tions are often available for new employees. Study 
this material as soon as possible. Knowing, about com- 
pany policies and any products involved will not only 
give you a sense of sureness but will also make your 
work more meaningful and interesting. Look over 
carbon copies of your predecessor's letters to see the 
preferred letter style and to learn the terms used and 
the various facets of the work. 


EFFICIENT ORGANIZATION will help you work more ef- 
fectively. Arrange all the equipment at your desk so 
that you can find what you need immediately. Sharpen 
pencils, fill your pen, and have your notebooks handy 
for dictation. Be sure to clean the typewriter type 
regularly and to change the ribbon whenever nec- 
essary to give you a dark, clear imprint on your work. 
Remember, every letter you type is an ambassador of 
your employer's. Set your standard high—an unmail- 
able letter is out of the question; but, to hand in a 
sloppy piece of work is equally unthinkable. 

Ask about the number of carbons required for 
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memos, telegrams, and letters. A good rule to follow | 


when in doubt is always to make at least one carbon 
copy of everything you type. Eventually, you may be 
able to eliminate unnecessary duplication of work and | 
improve methods used by your predecessor; but, for 
the first week—while you are learning—“yours not to 
question why....” 





| 


Ir A MEMO or printed sheet is given you, don’t say, 
“What do I do with this?” Use your little head, study 
the memo thoroughly; then, if you don’t understand, 
ask about it. One of the pitfalls to avoid is the asking 
of senseless questions. In most offices, all details will 
be clearly outlined for you and all that you have to do 
is to read and heed the instructions. However, if you 
have listened and read carefully and still have ques- 
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tions to ask, go to your supervisor. Better ask a few 


questions than to do your work without comprehension 
of the fundamentals. 


ARE YOU RESPONSIBLE for sorting or opening incoming 
mail? Find out about the routing of this mail. Are you 
to open all letters except those marked “personal,” or 
only those addressed to your employer? Where do you 
place routine correspondence? Who gets the invoices? 
Where do adjustment letters go? Who receives en- 
closures such as checks? 

If answering the phone is oné of your duties, ask 
what response you are to give. Do you say “Good 
morning, or “Good afternoon”; do you give the name 
of the company or the name of an individual; or is it 
customary to answer with just the phone number? 

In your personal contacts, one of the saddest mis- 
takes is to quote from your past experience. “At Mr. 
Smith's office, we always did this”; or “At the Better 
Business College, we were taught always to do this.” 


A sign of maturity and an (Continued on page 480) 
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Elizabeth II, in one of her new- 
est photos, wears the diamond 
and pearl cirelet of Queen Vic- 
toria. The design incorporates 
the Tudor rose, Scotch thistle, 
and Irish shamrock. alternating 
with the cross, A Philadelphia 
girl, Blanche Sully, once wore 
this queenly diadem when she 
was the stand-in for Queen Vic- 
toria while Blanche’s father. the 
great American artist Thomas 
Sully, was painting the Queen’s 
portrait. 


| 
Left: Historic Crown of St. Edward.) ‘ 
with which all British monarchs are | 
crowned. The two central arches sym- 
bolize heredity and independence. This | ( 
ceremonial crown is worn but once in 
the lifetime of a sovereign. and then | 
only for a few moments. Right: The Im- 
perial State Crown, with the arches 
slanting upward as an insigne of empire. 
This is the most valuable royal crown in 
existence—with almost 3100 gems, In 
the center of the band is the 317-carat 
Cullinan II diamond, the second largest 
diamond in the world. 





460 TODAY’S SECRETARY e May, 1953 


rn ee 








. ore 
sy Ae ’ aft t£, 


ee ee P« ~~ bee 


ward,| 9 oO 9 Oa? ieee sh 











~tty, Y 
s are | 
sym- 
This SES R= Mthi- oe 
ce in ? " 
oo Vas spies  - Pes —"7 7a ot ai 
e Im- 
rches 


ipire. | 
wn in 
s. In wT" ya ia 
carat 
irgest 














Elizabeth I, seated in the Coronation chair, receives 
from the Lord of the Manor of Workshop a scarlet glove, 
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Here are some of the attractive covers prepared for contest entries in the Order of Gregg A rtists Contest last vear. 


Getting Fun Out of Shorthand 


BY FLORENCE ELAINE 


E HAVE BEEN receiving requests 

from Greggites for the names of pen 
pals—so many, in fact, that we hope most 
of you will consider these comments as an 
answer to your good letters. 

Our work load is very, very heavy these 
days. The job of examining tests for awards 
and appraising OGA and Bookkeeping Con- 
test papers must be given the “green light” 
in order to get out reports to the winners be- 
fore schools close and to write up the results 
for the June issue of Topay’s SecRETARY and 
Business Epucation Worwp. This means 
that our correspondence must be held to a 
minimum. 

At this writing there are probably 70,000 
applications in the department waiting to 


ULRICH, Director of Gregg Awards 


be processed, all of which have been re- 
ceived within the past three or four days. In 
addition to the applications for regular 
awards, there are approximately 25,000 
contestants in the International OGA and 
15.000 in the Bookkeeping contest. 

The quality of OGA Contest entries this 
vear is very inspiring. We are especially 
pleased with the beautiful, fluent  short- 
hand written by secretaries who entered 
the Stenographers Division. If anyone tells 
you that stenographers and _ secretaries 
write “their own systems’ after leaving 
school. do not believe him! A letter from a 
new subscriber to Topay’s Secrerary reads 
in part: “Whoever writes your shorthand 
plates is not up on his Gregg.” Why did he 
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make this comment? Because of the 
longer outlines appearing in our 
plates, now written in Simplified 
Gregg. This secretary writes Anni- 
versary style (in accordance with 
the textbook just preceding the new 
Simplified manual ), and he instant- 
ly recognized those outlines in our 
plates that were not written as he 
had learned them! 


WE'LL HAVE MORE to say, in the 
next issue, about the beautiful Con- 
test specimens submitted. We will 
publish, too, the names and ad- 
dresses of top-notch Greggites who 
won prizes in this years Contest. 
Many of these folks live in faraway 
parts of the world. These winners, 
particularly, will be thrilled to re- 
ceive a letter from you, especially 
if you write to them in shorthand. 

Reading and writing letters in 
Gregg is great fun. I still have 
shorthand messages sent me years 
ago when I became a member of 
the Order of Gregg Artists. Some of 
those writers are now holding very 
fine positions. Good will among na- 
tions can be fostered through a 
common interest or hobby! Writing 
shorthand is a splendid hobby to 
cultivate. It costs so little to indulge 
in it, and so many close personal 
friendships may be made among 
pen pals. 
Ir you ARE uncertain about the 
legibility of your notes, now is the 
time to practice the OGA Mem- 
bership Test on this page. Sub- 
mit to this department for examina- 
tion the best copy you are able to 
write, to see if you are qualified 
for membership in the Order. As a 
new member you will have some- 
thing in common with many a fel- 
low writer who has just won mem- 
bership ( prizes, too, many of them ) 
with their Contest specimens. 

If you already- wear that OGA 
membership emblem, brush up 
your shorthand anyway, just for the 
thrill of sending a superfine note 
of congratulations to the Contest 
winners reported next month. Then 
have patience until that fortunate 
contestant gets down to your letter 
in the stack of messages he is bound 
to receive! 


Now I HAD BETTER get back to the 
job of determining who those Con- 
test winners will be! So, until next 
month, adios. 
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MATERIAL FOR 





OGA TESTS 





All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and assure accuracy in making out certificates. May copy is good as membership tests for OAT, 
CT, and OGA awards until receipt of the June, 1953, issue. See typing tests on pages 475 and 476. 





Junior OGA Test 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen  sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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Team your best tailored hat with this smart two- 
piece dress, and you can be the star applicant 
for the job ... or the best-looking girl in the 
office. Made of Bromley’s “Everglaze” Lustre 
Chambray, it will keep you neat, businesslike, 
and cool. The blouse of this Ann Sutton outfit is 
ingeniously pin-tucked and can be worn inside or 
outside the flared skirt. Sizes 10 to 20. In blue, 
aqua, mauve, lilac, gray, or brown. About $15 at 
Kaufmann’s, Pittsburgh; B. Altman & Co., New 
York; Carson Pirie Scott & Co., Chicago; and 


Livingston Brothers, San Francisco, 
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THE 
EXECUTIVE-SECRETARY 


LOOK 


Whether you are hunting for a new job or are happy 
working your way up in your present company, you 
know the importance of looking like an executive 
secretary. Bosses judge a good deal by your appear- 

The girl who got the job wore ... this soft dressmaker sss’ sell ‘ence Seth that thele own 00d ind 
Weathervane suit by Handmacher. perhaps. Its : ; ; ; ” satin 
double peplum front and smart lines make it fashion- 


ment is reflected in selecting a secretary who dresses 
perfect, and its Celanese acetate fabric makes it a 


tastefully. Here is a group of outfits that should 
year-round favorite. In a wide range of pastels ; 
ond desk colere. Sloss 10 to 30: 7 to 15. At convince any boss you are the girl who ought 


Marshall Field. Chicago; J. W. Robinson, Los Angeles. to get the job (or who deserves the raise )! 





Trimly tailored for vour business life is this 
sleeveless dress with brief jacket by Teena Paige 
Fashions. Made of “Tweedlin™ rayon acetate cotton, 
it sports a patent-leather belt striped with white. 
Sizes 7 to 15. In navy. red. brown, chartreuse. 
turquoise—all with white flecks. About $15 at Lord 
& Taylor's, New York; Hecht Bros., Baltimore; 


Higbee Co.. Cleveland: Kaufman-Straus. Louisville. 
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You'll be all ready for Secretaries Day compliments 
in this butcher-linen coat dress by Lampl. It’s 
trimmed with contrasting piping to underscore the 
smart yoke and neckline detail, and the hip pockets. 
Sizes 10 to 20. In white, pink, lilac. maize, 

melon. aqua, light blue. cocoa, navy. and black. 
About $11 at Jelleff’s, Washington; The Ernest Kern 
Co., Detroit; and John W. Thomas, Minneapolis. 


TODAY'S SECRETARY ¢ May, 


Constable’s, 






















To star by themselves or to make 
the most of a smart suit are two new 
blouses by Judy Bond. Both are made 
of orlon and silk and both use 
pinpoint stitching to bring out the 
unusual details—at right, a bertha- 
yoke and, at left, a double tabbed 
neckline. You will find these 

styles in white and in lovely, soft 
pastels. Sizes 32 to 38. About $6 

at Wanamaker’s, Philadelphia; The 
May Co., Denver; Bon Marche, Seattle. 


Tailored for a top secretary at a price even a typist 
can afford is Kay Windsor’s nylon and pima bouffant 
dress. Easy to care for and pretty to look at, in 
gray, plum, or navy. Sizes 10 to 20. $10.95 at Arnold 
New York; Gimbel Bros., Milwaukee; 
Wm. Filene’s Sons Co., Boston; A. Harris. Dallas. 
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GET THE JOB 


BY HELEN WHITCOMB 


NCE upon a time there were two young job hunt- 
() ers; one was named Jean and the other Eddie. 
Neither of them was having much luck. Eddie figured 
he was a good typist and stenographer—he knew his 
stuff and could prove it (if only he had a chance ). The 
trouble was that employers took one look at his un- 
businesslike sports clothes and slouchy manner and 
quickly said, “No thanks.” 

Jeanie, on the other hand, wanted to impress the 
interviewer not only with her ability but especially 
with her appearance (and she usually did!). Jeanie 
particularly liked her plaid skirt; she also had a new 
Easter hat and, yes, those new dangle earrings. “And 
don’t forget that nice checked blouse with the white 
collar and cuffs—white touches like that are always 
very businesslike,” she thought to herself. She wore 
her platform-sole, ankle-strap shoes, too, because they 
gave her height. Each of these items did the most 
for her, she decided. 

And, when she was waiting her turn for an inter- 
view, she took advantage of the last few seconds to 
freshen up her make-up. Of course, it was rather un- 
fortunate that the interviewer had caught her in the 
act. Oh, well! If he was going to be bothered by little 
things like that, maybe she didn't want to work there 
after all. The trouble was that every employer she 
had tried so far had been just as finicky. 

Jeanie didn't realize that her new Easter hat, her 
favorite plaid skirt, and her checked blouse might 
not be the best combination—and might not be the 
wisest choice for business wear. 

Here are a few suggestions for Jeanie and Eddie, 


guaranteed to change their luck on the job hunt. 
(See how many more you can add to this list of ours. ) 


JEANIE, most employers would like to see you come 
in for the interview wearing... 
..a tailored suit or dress... 
... harmonizing tailored hat... 
.. clean, fresh gloves... 


...a trim, neat purse... 

.. small button earrings (no dangles, please)... 

.. flowers on either hat or collar (not on both)... 

.. simple pumps... 

.. your belongings held neatly, rather than spread all 
over the reception-room table... 

... your make-up already in place. 


Anpb, Eppir, you'll show you know your stuff if... 

... you change that sport shirt to a white shirt with a 
conservative tie... 

... you Wear a suit (a real one; no mix-matched jackets 
and slacks, either)... 

... you wear calm socks and well-shined shoes... 

... you relax, but don’t make yourself so much at home 
that you look slouchy... 

... you save the funny papers for later... 

... you comb your hair neatly... 

... you skip the cigarette. 


Of course, Jeanie and Eddie are the extremest ex- 
tremes. But, unfortunately, you see them—in whole 
or part—in employment offices every day. And it’s al- 
ways the same refrain—they didn’t get the job! 
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Say Aloha with a 
Ss gift from Paradise 


Macadamia Nut 
Candies 
@ Clusters 
@ Crunches 
@ Caramels 
Coconut 
@ Chocolate 
Coated & 
Plain 
@ Flavored 
Guavets 
Glacés 


38 
HAWAIIAN CANDIES 


«Unique for home or office treats . . . they lend 
a touch of the exotic to any occasion. Each 
candy is a special creation from the fresh fruits 
and nuts for which the Island Paradise is 
famous. Each one-pound gift box is shipped 
fresh-the-same-day from our confectioner. The 
price is only $2.00, postpaid. 





shennan ote 





Remember .. . 
give the 
Day Gift. 


there is still time to 
really unique Mother's 
Mail your order today. 


HONOLULU EXPORTERS 


2829 Kilihay Street, Honolulu, T.H. 














Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1953's ‘'101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for. the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. 9%8c. 
Real New Books, Box 1432-T, GPO, N. Y. 1, N. Y. 








ANNOUNCEMENT—LOOPS 


Now in GOLD too—due to many requests 


Sterling Silver $2 © 18kt Gold plate $2 ¢ Copper $1 


These LOOP EARRINGS are handsomely designed 
in one smooth, clean swoop, to fasten to your 
ears just as they are; no springs or hinges to mar 
their beauty. Their smart simplicity makes them 
appropriate for all occasions. Order a pair of each. 
Send cash, check or m.o. No COD’s please. Satisf. guar 


OLD PUEBLO TRADERS °%4035. Devt. Ts-2 








\ 


The Hobby That Changes 
Course of People’s Lives 


WORLD'S LOVELIEST trees perfectly 
proportioned to only 18 inches height 
are mature’s masterpieces—and YOU can 
grow them! Card table or window is 
space enough for 36 of these beautiful, 
exotic trees. This delightful, inexpen- 
sive hobby cam easily bring you both 
happiness and Jifetime financial secur- 
ity. Let us ptove it! Write today for 
free details. MINIATURE FORESTS, 
Dept. E, 325 Bankers Trust Bldg., In- 
dianapolis 4, Ind. 


Tueson, Arizona 

















lt) GOES 
SHOPPING 





UST A FEW suggestions here this 

month, but we want to do our bit to 
see that you are prettied up for National 
Secretaries Week (May 24 to 30, you 
know)! And let me chime in with my 
congratulations and best wishes, too: for, 
as an ex-secretary, | know how well you 
deserve them. 


Flowers for Spring. We love the casual 
charm of string gloves, especially this pair 
of American cotton knit gloves gaily 
sprigged with rosettes of tiny beads and 
leaf-green embroidery. The floral design 
is repeated on the turnback cuff, which is 
trimmed with a crocheted edging. Priced 
at $2.50, they are available at B. Altman 





& Co., New York. Ask for style #312. 
Sizes: Small, medium, large, In white— 
with red, pink, light blue, yellow, or black 
rosettes and trim. 


Bargain Lollipop. If you're a lover of 
clever little purse gadgets—and what girl 
isn't, especially when they're available at 
a bargain to boot—make your way to 
your nearest cosmetic counter for Coty’s 
Parisienne Vanity. This is a white lolli- 
pop-shaped plastic container with a gen- 
erous-sized “Cream Powder” Compact on 
a handle that contains a full-sized new 


Coty Indelible “Sub-Deb” Lipstick. For 





a limited time, you will be able to pur- 
chase the Parisienne Vanity with a box of 
lovely Coty “Air-Spun” Face Powder for 
$2, plus tax (a $3 value)! 


Pickle-Dipper Planter. With Mother’s Day 
coming and for the blushing 
brides posing gift problems, we suggest 
this attractive old-fashioned pickle dipper 


show ers 


for use as a planter in kitchen, dining 
alcove, living room, or even the rumpus 
room. Practical as well as pretty, it is 





large enough to hold plenty of soil for 
healthy plants. The bowl is 4 inches wide 
and 2% inches deep. Entire height is 12% 
inches. It is made of gleaming solid brass 
and costs $2.95, postpaid. Order from 
FM Products, Dept. 105, Box 516, Fonda, 
lowa. 


Purse-Pack Lotion. Dishpan hands or 
roughened knuckles are taboo. But, on 
the job, you're likely to forget about hand 
lotions or not want to bother with bottles 
in your desk. Well, one of the girls in our 


office has enthusiastically showed us a 





new product that’s just the answer—Balm 
Argenta Hand Lotion Pillows. These 
are little hermetically sealed foil pillows 
that contain individual applications of a 
creamy, lanolin-rich hand lotion. Eight 
pillows come in a match-flip container, 
You can carry them in your purse and zip 
open a little pillow for a quick hand treat- 
ment without any fuss or muss. Wonder- 
ful for vacation as well as for desk draw- 
ers—no spillage, no waste. A package of 
Balm Argenta Pillows contains 12 match- 
flip folders, with eight pillows in each 
(96 applications) for $1. Available in 
most department stores. 
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Two part outfit... two- : 
toned strapless cotton broad- / ys 
cleth dress and cover-up | A 
jacket that’s nipped at the 4 
waist, shirred over the bosom. ‘ 
Whirly flared ‘n’ shirred ' 
skirt, self belt, row of self 
buttons on jacket. SANFOR- 
WARM Cam rich oo Mer ie 
ability. Powder blue and 
white, cocoa and white, 
navy and white, or red and 
white. Sizes 7 to 15, 8 to 16. 


$695 


Exciting back-interest! Striped back panel 

insert on solid polished cotton broadcloth, 

matching stripe trim ’round skirt, neck, arm- . Sensational half 'n’ half halter sundress in 

holes. Self buttons down back to waist, self two-tone effect. Buttons all the way down the 

belt, full gathered skirt. Washable, of course! back, ties at neck with kitten-ear bow. Two 

Red with black and white stripe trim q ppt — — — ye 

" ; SAI / cotton broadcloth. Cocoa an 

ontza Migse P00 tu AA- te DG $895 oree . white, navy and white, red and white, or | 7 

R " powder blue and white. Sizes 7 to 15, | 


nm 81°16 $595 IF 


eS i 


i 20c for 64 page ‘ 
HION CATALOG 


full color. Over 320 styles. 


ORDER BY MAIL—USE THIS CONVENIENT COUPON 
SATISFACTION GUARANTEED OR MONEY REFUNDED 
LANA LOBELL, Hanover Penna., Dept. ST-2 


Please send me the following 


OOO —————— 


ADORESS 


jy eS ——— EE EReE 
Good tip: Prepay your order and save C.0.D. charges 

() Payment enclosed. Add 25c for postage and handling 
(1 C.0.0. Enclose $1 deposit on ali C.0.0. orders. 

( Send 20c for latest fashion catalogue. 
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““We will not be 
INTIMIDATED {°° 


BY JEROME KEARFUL 





illustrated by JOUN PETERSON 
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(Continued on page 485) 
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9144—Vacation time is coming, and here’s a threesome to 
make the most of the sun—shorts, wrap-and-tie halter, 
and whirling skirt. Sizes 12 to 20. Size 16 halter and 
skirt take 4% yards 35-inch fabric; shorts, 1 yard. 
9292-—This outfit can be made in many fabrics for many 
occasions. Start with a simple sheath dress, and add a 
shapely jacket with smart “belt” back, to have a trim 
suit-dress. Sizes 12 to 20. Size 16 dress takes 3 yards of 
39-inch fabric: jacket takes 2 yards. 


9081—Yow ll love this soft dress with a scoop of a neck- 
line and full skirt. Use shantung, silk print, or a gay new 
cotton, Sizes 11 to 17. Size 13 takes 35% yards 39-inch 
fabric. 


4715—A smart envelope-effect bodice sets off this dress. 
Make it with cap or % sleeves. Sizes 12 to 20. Size 16 
takes 3% yards of 39-inch fabric. 
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Send 35 cents in coins for each pattern to: Today’s Secretary, 
215 Pattern Department, 243 West 17 Street, New York 11, 
N. Y. Add 5 cents for each pattern if you wish it to be mailed 
first class. 
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kasy Does It 


on the 


OAT Tests 
This Month! 


F YOU HAVEN'T YET won your 
] OAT Certificate, here are two 
problems that will give you no trouble 
at all. You can breeze through this 
month’s copy as easily as “Long Dis- 
tance” puts through calls nowadays 
with the new “push button” dialing! 
All you Junior candidates have to 
do is to make a clear, clean copy of 
“Buttons,” Boston to Berkeley (across 
the page) and send it to us, follow- 
ing the instructions on page 487 that 
tell you just how to go about submit- 
ting your paper. Better stop right 
now and read them to be sure you 
know what to do when you have your 
specimen all typed up in good style! 

We suggest double spacing for the 


article itself and single for the 
footnote that gives the source from 
which it was taken. Underscore the 


subtitle, “Growing Use of Both Cus- 
tomer and Operator Toll Dialing.” 
And don't forget that we usually type 
a short line over the first word or 
two of a footnote (say, 10 or 20 
strokes—with a long footnote, a 
longer line balances better). Here's 
a chance to use the underscore-key; 
the variable line spacer, too, per- 
haps, so the footnote won't fit up 
too tight against the underscoring. 
Strive for even touch, good place- 
ment, an even right-hand margin! 


YOu SENIOR CANDIDATES have a multi- 
column table to turn out this time. 
Sounds complicated—but it’s really 
simple. Youll have to turn your 
paper lengthwise in the typewriter, 
though, to have room for the four col- 
umns of copy (Pars. 2-5). The open- 
ing explanation should be typed all 
across the page. Rule over and under 
the column headings (horizontally), 
and put vertical rules between the 
columns. We leave to your judgment 
arrangement of the heading—JOB AN- 
ALYSIS—Transcribing from Shorthand 
Notes—and whether or not you want to 
use any ruling to set it off from the 
full-width opening paragraph. Hang- 
ing indention for the copy in the col- 
umns will keep the items distinct. 


| 


Senior OAT: A Job Analysis 


Transcribing is a process of a fusion of many isolated skills into one operation 
—transcribing; reading shorthand notes, typing, and making innumerable deci- 
sions at one and the same time. Processes for the development of any skill must be 
carefully broken down into learning steps so that the learner will make maximum 
progress in minimum time. Transcribing skill is developed best in easy, logical 
stages using good work habits. 


What transcriber MUST DO: 1. Read shorthand notes comprehendingly. 
2. Typewrite from shorthand notes rapidly and accurately. 3. Spell correctly. 
4. Apply knowledges of: a. grammar, b. punctuation, c. word selection, d. 
capitalization, e. proofreading, f. arrangement of copy, g. making corrections, 
h. handling of supplies and equipment. 5. Arrange copy well. 6. Work with 
accuracy and dispatch, and with ease. 


What transcriber MUST KNOW: 1. How to read shorthand in a manner 
that will make transcribing a smooth process. 2. How to typewrite in word 
responses not letter-by-letter responses. 3. How to spell common words and know 
where to find the correct spelling when he does not know. 4. How to increase his 
vocabulary so that he can select the right word. 5. Know how to apply and 
recognize points of grammar, punctuation, and capitalization. 6. Know how to 
handle materials in a manner that will make his work easier to do. 7. How to 
make corrections. 8. What the standards of performance are for stenographers on 
the job. 9. How to practice to reach these standards. 


What would BE WELL TO KNOW: 1. Why good reading habits contribute 
to accurate and fast transcribing. 2. Why good techniques of typewriting 
make transcribing faster and more accurate. 3. Why all words must be spelled 
correctly, and what to do when you know you don’t know. 4. How to practice 
so as to improve ability to apply principles of grammar, punctuation, capitaliza- 
tion, ete. 5. Why good work habits are conducive to faster and more accurate 
copy. 6. Why it is wise to know how to use economical and efficient methods. 
7. Why a relaxed worker produces more in less time. 


Knowledge and use of MATERIALS AND EQUIPMENT: 1. Use service mecha- 
nisms on typewriter to best advantage at all times. 2. Assemble all papers inelud- 
ing original and carbons in most efficient manner. 3. Use erasing tools in most 
efficient manner. 4. Know how to change a ribbon on the typewriter. 5. Know 
position of notebook in order to get right light with little strain on vision. 6. 
Know what is the right height of typewriter desk to permit of maximum perform- 
ance with minimum fatigue. 


Junior: Subhead and Footnote 


*‘Buttons,”” Boston to Berkeley* 


This is the era of push buttons. 
They're used nowadays for everything 
from lighting lights and running ele- 
vators to firing guns and solving math- 
ematical problems. 

One of the newest uses for “push 
buttons” is in making long-distance 
telephone connections. In many places, 
long-distance operators have a set of 
10 buttons or keys before them on the 
switchboard in place of a dial. These 
do the work of the dial, but a lot 
faster. When you give the operator 
the number you want in a distant city, 
she punches keys that give a routing 
code where needed and then cover each 
letter or digit of the number. The 
distant telephone, be it across the 
state or the nation, rings 
automatically in a matter of seconds. 


across 
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Growing Use of Both Customer 
and Operator Toll Dialing 

This method of making connections, 
called “operator toll dialing,” is now 
used on some two million calls a day. 
Well over a thousand cities and towns 
are now connected to the national 
dialing network. 

Telephone users in certain metro- 
politan areas also are dialing calls to 
nearby points in the same way they 
dial local calls. As time goes on, more 
and more customers will be able to 
dial straight through to out-of-town 
telephones farther and farther away. 
Just one more example of the continu- 
ing progress being made in improving 
your telephone service. — *Revised 
from the Telephone Almanac for 1951, 
issued by the Bell Telephone System. 
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To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 


speed, divide total by number of minutes: or, to get 


net speed, subtract 10 for each error before dividing by number of minutes. 





Words 


If you like your country tall and 
roomy, with the stars almost close 
enough to touch, you will like the 
White Mountains of Arizona. Tall peaks 
and jumbled ridges and rolling mesas 
-rear up thousands and thousands of 
feet. Then, as though to impress you 
with their great height, they wear a 
tall headdress of pines like an Indian 
bonnet. You will also like the new, 
unused quality of the air, tangy with 
the smell of pine needles. 

Canyons and glades deep in the shad- 
ows of old, old timber will create the 
illusion that you are the first ever 
to pass through these parts. But, if 
you will sit quietly, you will hear, 
high in the treetops, the reckless 
laughter of outlaws of the past and 
the stamping of their horses, the tin- 
kle of burro bells and the twang of 
Spanish strings, the whispers of the 
breezes that have for centuries frol- 
icked through these mountains. 

Today, much of the natural beauty 
and wild game that has attracted men 
to this area remains, but the region 
now is interlaced with hundreds of 
miles of roads and trails. There are 
many camp sites, with plenty of icy 
mountain water and all the privacy 
that one could yearn for. 

For the fish-pole addict, Arizona is 
a place dreamed about lovingly by all 
who have come here to test their skill. 
There are miles and miles of trout 
streams, many of them up in the moun- 
tains and out of the way, off the high- 
way routes. Their location, of course, 
eliminates the “steering wheel’ fish- 
erman, the man who likes to drive up a 


7 
14 
21 
29 


101 
109 
116 
124 
131 
138 
145 
153 
160 
167 
174 
180 
188 
195 
202 
210 


aii ° 


224 
229 
237 
244 
253 
260 
267 
274 
282 
290 
297 


Words 


stream, poke his rod out the window, 
and cry murder if he does not catch 
his limit in fifteen minutes. But it 
is said that the fish in these parts 
are so unfamiliar with the intent of 
fishermen, and are so hungry, that it 
is necessary to hide behind a tree to 
bait your hook. 

However, the White Mountains have 
many attractions that do not require 
packing around a fishing rod. Most of 
the snow, except in the highest moun- 
tain tops, is gone by the middle of 
May; and spring follows the snow from 
the flat country right on up to the 
highest peaks, where summer is the mer- 
est hesitation between spring and gaudy 
autumn. In the woodland areas, creeks 
and meadows are a riot of color, al- 
ways changing as a succession of wild 
flowers bloom. By changing your alti- 
tude you can pick your season. 

It is usually deep into November be- 
fore snow starts to fly in earnest. 
At present there has been very little 
development of winter sports, though 
the resources for all winter recreation 
are unlimited. (On Spring Mountain, 
about a mile east of the state highway, 
there is one ski run without a lift, 
but with an open-front shelter and a 
fireplace.) But, for those daring 
enough to trust themselves to a pair 
of the slippery things, there are miles 
of terrain just right for’ skiing 
through the tall timber. 

Somehow, up here where the stars 
come down into the treetops at night 
is a country soothing for nerves jan- 
gled from living at too fast a tempo. 


305 
312 
320 


334 


552 


557 | 


564 
571 
579 
586 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from an article by Lawrence Cardwell in the June, 1948, issue of Arizona Highways 
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inted material in the same way you do 


ou can test and compare your speeds of typing from print and 


when typing the C.T. 
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GLORY and the GLAMOUR JOB 


BY DONNA DICKEY 
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(Continued on page 487) 
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* Double-Dut 


y Dictation 


by DR. A. E. KLEIN 


DUTY ONE: To review the Word Beginnings and Word Endings of Gregg Simplified. The letters given 
here are generously sprinkled with words illustrating the Beginnings and Endings presented in the 
Manual, but do not aim to contain examples of the entire list. A few of the words occur more than once 


here, but are previewed alongside only where they first appear. ¢ 


writing. 


The count is given every 20 “average” 


DUTY TWO: To build speed in 


After practicing the preview outlines, take the letters from dictation at faster and faster rates. 


words. 


Dear Mr. Porter: We are pleased 
to learn that Mr. Jennings succeeded 
in interesting you in our line of?° 
electric toasters. The order that vou 
so readily gave him will have our 
attention, and shipment will 
go*’ forward the beginning of next 
week. 


We shall be happy to enter into a 


close 


contract with vou giving you the® 
exclusive right to handle Northern 
Electric Toasters in your town. I 


assume that the customary financial*® 
terms will be acceptable to you. I 
will send you our dealer contract 
form, which I trust you will 
without'’’ any modification. 

| hope that this is the beginning 
of a satisfactory relation- 
ship'?’ that will prove mutually prof- 
itable. Yours very truly, 

Dear Mr. Underwood: I found your 
letter'*® of May 12 on my desk on my 
return from overseas. I am sorry to 
hear that our last shipment of fur- 
niture'’° unsatisfac- 


ic 
sign 


business 


reached you in 
tory condition. 

[ regret that circumstances pre- 
vented my taking care'*® of this mat- 
ter sooner. A notation has been made 
of the damage and of the fact that, 
as a result, you were*"" not able to 
set up vour display of our modern 
furniture. I myself have looked into 
the matter and have?*’ discovered 
that three new men were added to the 
force in our shipping department. | 
am inclined to believe that?*’ the 
damage, in all likelihood, was due to 
their inexperience in packing. 

If you will submit a list of**’ the 
articles damaged, we will willingly 
ship you replacements at once. 

We very much regret causing you 
any’*® inconvenience. Very truly 
yours, 

Dear Mr. Turner: During the past 
week, we have received several com- 
plaints*’’ from the Revere Company 
concerning a shortage of parts in 
the shipments delivered to them last 
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month. I*?° wrote them on March 24 
asking them to permit us to inspect 
them, and verify the shortages. | 
also**” asked when we could check 
to determine the extent of our liabil- 
ity. 

I am enclosing their reply**° stat- 
ing that they find it impossible to 
comply with our request. To avoid 
any more trouble of this nature**® 
in the future, I would issue instruc- 
tions to pay particular notice to all 
shipments destined for the*’’ Revere 
Company. If there is any 
tion whatever of bad order, have 
the proper report filed*?® immedi- 
ately, showing the extent of the bad 
order, the weight of 
etcetera. 

Kindly write**” me when this has 
been accomplished. Very truly yours, 

Dear Mr. Cummings: To supply our 
city with superior,*’’ modern tele- 
phone facilities, is the most complex 
and difficult task of this nature in 
the world. With**® the attainment 
of present-day prosperity, it is be- 
coming more difficult and costly than 
ever before 


indica- 


the package, 


It is our express purpose to con- 
tinue to maintain the same faithful 
and efficient service that we have*?° 
in the past. In pursuit of this aim, 
we feel it is our responsibility to place 
before you the facts in**® the situ- 
ation. The enclosed folder shows 
the proposed new rates for service 
in vour locality. Under*® separate 
cover we are sending you a booklet 
that will give vou useful information 
concerning our revenues’*° and ex- 
penses. 

To maintain Empire telephone serv- 
ice at its present superior level and to 
keep*’” the system in readiness to 
give you efficient service at all times, 
a new schedule of rates must be put 
into®*” effect. We feel sure that im- 
partial consideration of the facts 
presented will enlist your co-opera- 
tion.°*° Yours very truly, (645) 
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RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


PRICE INCLUDING 
NEW TELESCOPIC 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
fape to 20 inches. 


9 


Se 











EYEGUIDE CONTRACTED 


EYEGUIDE EXTENDED 


<== FI 


——-—-— 20" 








FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP. 1025—15th Street, N. W. 


Washington 5, D. C 


Gensou 





Keep INACTIVE RECORDS 
Quickly Accessible with 
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Self-Stacking TRANSFER FILES 






The Only Fibre-Board 


DRAWER FILE 


that ‘builds its own steel 


shelving as you stack it 


No. 511 LETTER size 
UNITS are self-stacking 
with factory applied 
steel side-plates and hor- 
izontal stackers bearing x 

total drawer content s 
weight at four points. ~ 


oe woe” 


No matter how high you stack these new TRANS- 
FER FILES, each drawer works perfectly ...no 
bulging, no sticking. Each unit is complete, yet 
each becomes part of a sturdy steel structure. 
Units can be bolted side by side. Metal drawer 
pulls, and grey finish on corrugated fibre-board 
produce neat front office appearance. 


Clip this ad to your letierhead 
for details and price list. 


BANKERS BOX COMPANY 


720 S. Dearborn Street Chicago 5, Illinois 





$0 YOU GET THE 
| JOB—WHAT THEN? 


(Concluded from page 458) 





indication of a good personality is 
to be adaptable. Forget what you 

have always done in the past if 
it conflicts with what you are told 
to do now. A business enterprise 
has many successful ways of oper- 
ating; your chief concern right now 
is with this job and how vou can 
adapt yourself to its particular reg- 
ulations and the company’s specific 
routines. 

If a break for coffee is permitted, 
make it just that—a break, not an 
hour. Your employer is paying you 
for a full day’s work, and this does 
not include making personal phone 
calls, socializing with other office 
workers, or watching the clock to- 
ward the end of the day, you 
know. 


Lucky you, when you discover that 
the office gang wants to be friendly 
with you. Learn their names, but 
don't become entangled during this 
first week. You have a long time 
ahead to learn about the various 
personalities. There is always some 
well-meaning girl who wants to 
give you the complete “low down” 
on everyone. Don’t be drawn into 
such a situation. On the other hand, 
if the group is unfriendly toward 
you, remember that time will break 
down any barriers set up, when you 
prove you want to be friendly. The 
surest way to cause friction is to 
tear madly into your work, overstep 
your authority, or to say, “I wasn't 
hired to do that,” when you're 
asked to do some “lowly” task. 





Eacu nicut before you leave, put 

your desk in order for the next day. 
| It will help if you review the office 
| procedures, the names of people 
| youve met, and think about the 
| mistakes you’ve made. For that first 
week, you won't do everything per- 
fectly; but you can show daily im- 
provement, a willingness to listen 
and to learn, and appreciation for 
understanding suggestions. 

Gradually, the first week will pass 
into oblivion. In retrospect, you will 


the qualifications asked for by your 
employer: “I want a_ personable 


take instructions and who is not 
afraid to work hard.” 
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know that you have measured up to | 


office worker who knows how to 








next 
year 
in 


TODAY'S 
SOCKET RY 


i] hen next September 
rolls around, Topay's SEc- 
RETARY will be carrying not 
only the new features listed 
on the next page but also a 
continuation of the things 
you ve liked best this year, 
such as our spectacular ca- 
reer stories... the Good 
Looks section of grooming 
guidance and office fash- 
ions...“ Tessie Goes Shop- 
ping’... the shorthand 
stories—lots more of them! 
... the skill-building prac- 
tice materials in shorthand 
and typing ... and the pop- 


ular “Tessie Asks the Ex- 


perts”! 

















ee 








PROBLEM DICTATORS 


What are you going to do when the dictator goes 
too fast . . . doesn’t spell names . . . uses poor 
English . . . talks in machine-gun spurts .. . 
dictates tables . . . uses lots of names? Here’s 
a sparkling new series of monthly articles’ by 
famous author-teacher, Marie M. Stewart. 





WHEN YOU’RE BOSS 


Madeline S. Strony, star of Tessie’s panel of Ex- 
perts, will contribute a whole new series of arti- 
cles telling what to do when you are promoted to 
head your office staff .. . How to help newcomers 
get started right . . . How to prevent “‘cliques” 
and stop office gossip . . . How to distribute the 
work . . . How to develop teams. . . how to han- 
dle other problems you are confronted with. 











STEPPINGSTONES 


In addition to our Secretary to Very Important Per- 
sons series, Today’s Secretary will feature a spe- 
cial series of career stories of VIP’s who were 
secretaries, telling how these persons used secre- 
tarial skills and positions to advance to top jobs 
in the executive field. 





LITTLE MACHINES 


Do you know all about the labor savers—postal 
meters, scales, sealers, openers? . . . the various 
types of copyholders? . . . new hand staplers, 


automatic staplers, and open staples? . . . the 
kinds of telephone shoulder rests? . . . push- 
button, five-line telephones? typewriter 
stands? . . . stamp moisteners? All these and 


others will be covered in a Little Machine series. 





BIG 


MACHINES 


There will be articles to bring you up to date on 
new developments in office machines—how to get 
best results with the modern duplicating machines 
(stencil, litho, and spirit). And a lot more on using 
transcribing machines and calculators, too. 


OFFICE SURVEYS 


How are salaries shaping up? . . . How much skill 
is required to make $75 a week to start? .. . 
What fields of office work are best for men secre- 
taries? Are electric typewriters gaining ground? 
—to name a few every-other-month surveys. 





SPEED-READING STORIES 


A new feature: Short articles, in shorthand, writ- 
ten especially for high-speed reading .. . and to 
match the theory rules, chapter by chapter, in the 
basic Gregg Shorthand Manual Simplified. They'll 
give you a complete review of your shorthand 
theory . . . and a chance to polish your skill in 
reading shorthand at a glance. 








YOU AND THE BOSS 


How do you ask for a raise? . .. What do you do 
while the boss is away? ... Why are you his best 
publicity agent, and what must you do? . . . What 
personal services can he ask you to do without 
“imposing” on you? Such questions are to be 
answered in next year’s “‘How to Get Along with 
Your Boss’ series, by Elizabeth H. Trumper! 
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renew now! ; Today's Secretary ; 
" : 330 W. 42nd St., N. Y. 36, N. Y. 
Hundreds of thousands of other secretaries & Please enter or extend my subscription for . 
will be reading these feature articles! & () 2 years for $5, (1) 1 year for $3 | 
They’‘ll be polishing their skill, adding to § = making this effective with the SEPTEMBER® issue, § 
their knowledge, developing plus values g 30 will miss none of your next volume’s features. 
that make their job more interesting— 5 | enclose $................ in ()check or () money 5 
and increasing their opportunities to ad- order. 

vance. How about you? What is the status OD) CORI i ict itis recess i 
of your subscription? You can have every [& STREET ' 
one of these grometientioctelson your. @ tt tr : 
desk every month—just fillin and send this ' Eve Wvn.cpenelecsibicnsiniasaaiens ZONE...... TG Séscsckecsdah f 
coupon today! Renewal subscriptions be- ‘ ' 

gin when your present order expires. *Note: Tovay’s Secretary is not published 
‘ in July or August. If you wish, we will enter ' 
Note to teachers: If you send in renewals ‘ your subscription now and send a bill to you t 

now for your graduating students, you can do in September. Also, if you are a secretary, 
so at the regular school rate, provided the i ask for the Refresher Course in Gregg Short- | 

subscriptions are sent in before your school hand, FREE with your new or renewal sub- 
closes for the sun:mer. ' scription if ordered on this coupon. i 
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AND ONE TO GROW 


(Continued from page 449) 


ON! 





which those letters occurred in combinations or to the 
vital importance of assigning the easiest strokes to the 
most frequent combinations of letters. That was the 
discovery made by John Robert Gregg and consistently 
adhered to in the construction of the alphabet of his 
system; this is the feature of Gregg Shorthand that is 
largely responsible for the success it has attained. 
Doctor Gregg is also responsible for many signifi- 
cant shorthand. He 
originated the idea of teaching phrasing during the 
teaching of shorthand theory, a feature that appeared 
1888 textbook. Moreover. 


connected 


innovations in the teaching of 


in his his later books pro- 
matter, written in print and 
illustrated with shorthand outlines and some 


entirely in 


vided some 
written 
other authors 
learners just lists of words to practice. 
Although shorthand had in high 
schools as early as 1862, the results at that time were 


generally disappointing to all. 


shorthand, whereas gave 


been introduced 


It was tremendously 
difficult in high school classrooms for pupils to learn, 
with practical results, the old-stvle shorthand systems 
that had prevailed in America’s high schools until John 
Robert Gregg brought his system to this country. 


When (¢ 


alphabet, its natural writing principles, 


sregg Shorthand came along, with its simple 
and its care- 
fully prepared teaching methods. it soon converted 
what had previously been a difficult and disappointing 
task into an easy, interesting, and rewarding study. 
Gregg students could read and write shorthand from 
the first Learning time was cut 
courses were reduced from three vears to two. The 
number of schools offering shorthand, 
in the subject, began to climb. 


lesson. materially— 


and enrollments 


LIKE MOST SUCCESS sTORIES, this one at first seems like 
one long series of happy events. Such is not really the 
case. In 1893, the year that Doctor Gregg crossed the 
Atlantic to Boston, America was gripped by a severe 
business panic. The reception for this Lrish-born trav- 
eler was anxious and forbidding. 

With his limited capital of $130, he published the 
first American edition of his system in two pamphlets 
and founded a “school”—a roll-top desk in a room con- 
taining desks rented by ten other “firms.” The students, 
when there at the two desk ledges for 
their lessons. Competition was another problem, too; 
there were hundreds of other shorthand systems then 
on the market. When Doctor Gregg’s capital was re- 


were any, sat 


duced to a mere pittance, he was tempted to give up. 
On one occasion. when his diary read, “five cents left,” 
he offered his system for sale; but the publishing com- 
pany he approached didn't even bother to reply! 
Difficult though the John 
Robert Gregg never gave up. And we who have bene- 
fited from the ultimate success of his invention express 
our appreciation by adding one more candle to the 65 
atop Gregg Shorthand’s birthday cake—one to grow on! 


struggle was at times, 
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YOU ANSWER THE WANT AD 


(Continued from page 455) 





twice in the advertisement. First, with “young single 
girl,” and, as a final remark, with “marital status.” This 
is the key want of the advertiser. If you highlight this 
fact, you will be more apt to receive a quick call for 
an interview. 

Finding the key want in a help-wanted advertise- 
ment is not difficult. Review the check list of require- 
ments and notice any that are repeated. Or, check the 
first and last statements made in the advertisement. 
These are usually the strongest in the mind of the em- 
ployer when he writes his help-wanted plea. 

Here, then, is how the third paragraph of this letter 
of application might start: 


“I am single and have no immediate plans for 
marriage. I was graduated from Blank Business Col- 
lege in 1951 and have been working for the Acme 
Manufacturing Company since that time. During the 
supervisors vacation, I was selected to take over 
the management of the office. My typing speed is 
60 words a minute, and I have a Gregg Shorthand 
award that testifies that I can take dictation at 120 
words a minute. I am twenty years old and plan to 
work for several years before thinking of marriage.” 


Notice how that paragraph puts the spotlight on 
the key want of the employer. It starts with “I am 
single” and ends with “plan to work for several years 
before thinking of marriage.” This first and last tech- 
nique brings out his key want in bold relief. 


THE CLOSING PARAGRAPH is one of the most common 
stumbling blocks in a letter of application. The close 
is most important because it is the last impression left 
with the reader. The best application letters close in a 
strong, easy fashion that brings quick action. Beating 
around the bush about what the letter is for is a sign of 
weakness. Speak up! Ask for an interview—for instance, 
“When may I have a personal interview?” This ends 
on a strong, positive note. 

Answers to “blind” help-wanted advertisements that 
make acting easy will get a response. One good way 
is to give the employer a choice—telephone or letter. 
For example, “You may write me at 2415 Durant 
Avenue or call me at KEystone 3-5012.” 

Here are a few don'ts in closing your letter an- 
swering a help-wanted advertisement: 


1. Don’t be wishy-washy—ask for an interview. 

2. Don’t be mandatory or overaggressive—ask 
pleasantly. 

3. Don’t hope—have confidence in your ability. 

4. Don’t overdo “Thank You”—once is plenty. 


And just a word about the appearance of your letter. 
You will, of course, type it neatly on plain white, let- 
ter-size paper. You want it to be an attractive sample 
of the type of work you will turn out for your future 
boss. 
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ERASAGUARD— 
The Typists Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that the Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office where 
I was formerly employed and now I find it difficult to get 
along efficiently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


She Does Make Mistakes... but... 





... She says “The Erasaguard makes 
erasures so easy that 
IT’S MY REAL PAL’ 


ERASAGUARDS are patented and sold only by Kee Lox 


Mfg. Co. 
Have an ERASAGUARD for yourself. 35¢ each, $4.20 a 
doz. Enclose stamps, money order or check, please, as it 


is too expensive to bill small orders. 


Kee Lox Mfg. Co., Rochester 1, N. Y. 
Send © doz. Erasaguards () Pica 

















0 Elite 
To | 
Address 
City vans 
Signed 
Title 
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“for the send-off 
they'll remember...” 





Graduation Gifts 


for immediate use on the job 


STANDARD HANDBOOK 
FOR SECRETARIES— 
Sixth Edition by Hutchinson 


A complete handbook of facts, forms, 
practices, and standards... and how 
and when to use them. Gives infor- 
mation on: English and grammar, 
abbreviations, postal regulations, 
government agencies, trademark and 
copyright regulations, and business 
and banking papers. The secretary’s 
“one-volume library.” 

626 Pages. List, $3.25. 


GREGG SHORTHAND 
DICTIONARY SIMPLIFIED— 
MINIATURE 


Gregg, Leslie, and Zoubek 


A special-purpose learning aid for 
extra skill attainment. Like its 
“grown-up” counterpart, the Mini- 
ature Edition of GREGG SHORT- 
HAND SiMPLIFIED contains in 


print and shorthand over 30,000 
words plus separate sections on 
proper names and_ abbreviations. 


Smart sitver binding. : 
336 Pages. List, $2.50. 


20,000 WORDS 
Third Edition, compiled by Leslie 


A popular pocket-size dictionary for 
transcribers. It gives only the essen- 
tials—spelling, word division, and 
accenting—no space-consuming defi- 
nitions or other matter that the tran- 
scriber rarely uses. Also includes 
special sections on spelling pointers, 
rules for word division, and a list 
of homonyms. 

249 Pages. List, $1.12. 


order from nearest Gregg office 
Gregg Publishing Division 


McGraw-Hill Book Company, Inc. 
New York 36, 330 West 42nd Street 
Chicago 6, 111 North Canal Street 
San Francisco 4, 68 Post Street 
Dallas 2, 501 Elm Street 
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Felt-Tip Moistener. Water when you js hea’ 
want it—and in just the right amount—is | jd¢ jx 
the virtue of the Oasis Moistener. This is | 
due to the felt-pad tip, which provides 

correct moisture control so that your label 

or stamp is not swimmingly soppy, but 

just properly moist. Priced at $1, it can 
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be ordered from Office Accessories Cor- 
poration, Dept. TS, Box 717, Encino, Cal- 
ifornia. Its sturdily constructed plastic 
body holds a large supply of water that is 
visible. Felt-pad tips are replaceable. 


| 
Easy Corrections. No more al 
erasing, or smearing when you want to 
correct fluid-duplicator masters. Denni- | 
son Pres-a-ply Correction Tape does a 
cleaner, neater, and faster job. All you | 
do is measure the spot to be corrected, 
press the proper length of the <a 
adhesive tape on the back of the mast-r, 
and retype. Pres-a-ply Correction Tape 
comes in single- or double-space widths. | 





Envelopes containing 432 inches cost 50 oa’ 

cents. im 
nany 
$24 


Adjustable Eyeguide for Copyholder. The (= 
Rite-Line Corporation (1025 15 Street [PMee 
N. W., Washington 5, D. C.) has added oan 


a new improvement to its copyholder. 








Now the Rite-Line has an adjustable pa- |. 
per support and eyeguide, which expands pie 
from 11 inches to 20 inches in width, (U7 
Thus the same eyeguide will accommo- (Gray 
lve 
\, b 
{rar 
pack 
boss 
por 
COpy 
pany 
jnect 
No- 
luck 
lesh 
Wer 
ty pe 
Teat 
date everything from a machine tape to = 
20-inch sheets. It will be standard equip- +“ 
ment on new models and can be procured |“ . 
for all postwar models, too. The photo oe 
here also shows the Lucite Line Magni- os 
fier, which has been redesigned to fit the P ¥ 
Adjustable Eyveguide. This is an extra- “le 
cost attachment. ~~? 
to «¢ 
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fe Added Emphasis. We just heard 
bout a clever new typewriter ribbon 
falled the Emphasis Control ribbon. This 
is a two-faced ribbon that allows you, 
with a flick of your finger, to switch from 
tegular type to bold-face type on any 
typewriter. Bold-face type, as you know, 
is heavier, blacker type (like this). It 
jdds interest and forcefulness to your let- 
ers by enabling you to emphasize impor- 
ant words or sentences. The secret of 
t Emphasis Control ribbon is its two- 
vay inking—the top section is inked for 
ormal and the 
h avily inked to produce a bold-face im- 
wession, Developed by the Shipman- 
Vard Manufacturing Company and the 
ohn Underwood Company, the Emphasis 
(ontrol ribbons are available from type- 
prite r dealers and suppliers. 


impressions, bottom is 


Safe Trim-Board. If, lik 
pretty close to shaving off a finger every 
time you trim some paper, you'll be glad 
i hear that the Rolcut trim-board can’t 


hop off or pinch your fingers. The reason 


me, you come 


blade, it has a self- 
wheel-blade that is 
nclosed in a protective carriage. The en- 


4 
instead of a long 
phurpening rotating 





tire cutting mechanism travels on a track 
ind trims without effort. Available in 
nany sizes, including 12 by 12 inches at 
$24 and 24 by 24 inches at $44. Other 
yrices and literature are available from 
Zeus, Inc., Box 177, Sausalito, California, 
Lie from your local stationer. 





Dictation Machine Tips. Gray Manufac- 
furing Company, the 
Gray Audograph dictation equipment 
have put out a little booklet called “How 
a Popular Dictator—and a Good 
lranscriber, Too.” It’s cleverly done and 
jpacked with helpful suggestions for both 


manufacturers of 


0 be 


ion easier and faster. If you'd like a 
copy, write to Gray Manufacturing Com- 
16 Arbor Street, Hartford, Con- 
necticut. 

{ 


fon and secretaries, to make transcrip- 
pany, 


No-Tug Typewriter Desk. If you are the 
lucky soul who’s in the market for a new 
be sure to the new Globe- 
Wernicke Streamliner Soundguard steel 
typewriter desk. One of the most helpful 
features is its easy-to-operate typewriter 
platform. A special arc swing mechanism 
makes it so easy to raise the platform that, 
as you gently pull it forward, the mech- 
anism raises it upward in an are and 
latches it into position. lower the 
platform, you merely press the release bar 
and it lowers away easily, with enough 
Xlearance so that it isn’t even necessary 
Ito center your typewriter carriage. 
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“WE WILL NOT BE INTIMIDATED!” 


(Continued from page 473) 
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(To be continued next month) 




















Labeling’s a Pleasure! 





Finding’s Made Easy! 





with Pressure-Sensitive a 


HANDY NEW 
LABEL HOLDER JUST INSERT 


your typed, written or printed 


A Cel-U-Dex Product label in Bind-X and 

For office, plant and home labeling STICK IT ON 
of Books, Binders, Boxes, Bins, Draw- Sticks to metal, wood, leather, 
fiber, paper, glass, plastic, 
ers, Shelves, Cabinets, Plans, Maps, cloth, stone. Clear transparent 


window in choice of 8 colors 


Al n n f place ‘il 
bums, and dozens of places you'l Sturdy reinforcement. Backed 


think of. with latex adhesive. At sta- 
tioners 
INCH LENGTH 30c Use flange-type 
1 INCH OR 2 INCH FACE BIND-X 
Makes 3 usual label holders for POST BINDERS 








CEL-U-DEX 1 Main Street, Brooklyn, N. Y. 





YOU GET THE INTERVIEW 


(Continued from page 456) 





BIND-X | 
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Erases typing. 
Ink or pencil. 
Stays clean 

A new point 
ina jiffy! 


KLENZO< 


PAPER WRAPPED 


ERASER 


BLAISDELL PENCIL CO. 
BETHAYRES, PA. 


At all Stationers or write on your letterhead for Free vSumele 











Phi Beta Kappa at college but had lost her key. She 
gave me the names of two top companies that she said 
she’d worked for during her summer vacations. Al- 
though I seldom check references, this girl seemed al- 
most too good to be true. So I called one of the com- 
panies. Never heard of her. Just to be sure (for she 
was a very nice girl), I called the other. Ditto. The 
young lady was too good to be true; and, of course, I 
crossed her off my list pronto. Always give honest in- 
formation. If the interviewer happens to check up, 
youre a dead duck. And if you're hired on dishonest 
information and you're found out, you lose something 
BIG—that’s good will, your biggest asset during and 
after a job. 

9. Keep a scrapbook. Complimentary notes received 
from past bosses or awards you won in school, an 
article about your volunteer activities at a charity 
nursery—all these should be carefully pasted in a good- 
looking scrapbook. This sets you apart from other ap- 
plicants. And, remember, material evidence is worth 
a thousand words. 

10. Offer a resumé (personal data sheet). Though 
I didn’t request it, several of the girls asked: “Would 
you like to see my resumé?” Indeed, I would. These 
attractively presented forms gave me an excellent pic- 
ture of their backgrounds and answered most of my 
routine questions. I kept them in my desk as records 
of the better-qualified applicants. Your resumé should 
be as short as possible, carefully typed, neatly ar- 
ranged, Anticipate your interviewer's questions and 
answer them. Include name, address, age, phone, edu- 
cation, special abilities, experience, awards, etc. Best 
to keep it general enough so that you can use copies 
of the same form in other interviews. 


THE YOUNG LADY I HIRED had talked freely about her- 
self during our interview. She pointed out that she 
was a speedy stenographer and could work a monitor 
board. She admitted her typing was slow, but said 
she was accurate and would try to pick up her speed. 
She said she liked the firm’s business, that she'd 
worked for a small business in her home town, that 
her marks had been average. but that she learned 
easily and was sure she'd “catch on quickly.” Her 
resumé was excellent, easy to read at a glance. I called 
her in a week after the interview. 

Incidentally, a few of the girls took the trouble to 
write me thank-you notes after their interview. These 
notes were just a few words thanking me for my time, 
but they did much to impress me with the thought- 
fulness and interest of the applicants. You can be sure 
these girls immediately rose a notch in my appraisal. 

While seeing these girls, 'd made up a file of inter- 
esting applicants; and, when the first girl was pro- 
moted, I contacted and hired another of the girls I'd 
interviewed. So, you see, a successful interview may 
have a long-lasting effect. 
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| GLORY AND THE GLAMOUR JOB 


(Continued from page 478) 
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If you can solve the Order of Artistic Typists 
test problems satisfactorily, you can obtain a 
| certificate (10 cents fee) or a handsome lapel 

pin (25 cents fee). Send your solution, along with 
fee, to the GREGG AWARDS DEPARTMENT, 16th 
Floor, 330 West 42 Street, New York 36, New 
| York. Be sure to enclose a self-addressed stamped 

envelope with your solution. 
| All test papers are reviewed for possible re- 
production, as well as for awards, and your sub- 
| mitting your solution indicates approval of its 
publication if selected. 

Qualifying on the plain-copy test makes you 
eligible for the Junior awards; qualifying on the 
Senior test confers full OAT membership. This 
month’s test problems are given on page 475. 
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For the most particular 






typist... 





Carbon Papers 
Inked Ribbons 


Try the really different M & V carbon papers with 
sparkling new features that remove the drudgery 
from preparing carbon copies. 


ep | 


and 


You'll love M & V's cut-corner, clean edge con- 
venience that ends soiled hands . . . the slip-proof 
Miracle Tone curl-less back and smooth, flawless 
carbon finish that puts an end to smudging. 


And your boss will really go for the longer wear you 
get from each sheet... 


the super manifold quality 
that makes possible more clean copies. 


While you're in the trying mood, discover the un- 
matched beauty of write produced by an M & V 
ribbon in your typewriter. The most critical boss will. 
say he never saw neater work. 


Tell your office supplier—or your purchasing depart- 


1 7 A 


ment—that you'd like to try M & V 
carbon papers and typewriter ribbons, Or 
mail the coupon today for your free 


samples of M & V carbon paper. 


MITTAG & VOLGER, INC. 


_ Park Ridge, New Jersey 






cy 














l ‘ 
| : . 
| MITTAG & VOLGER, INC. Park Ridge, New Jersey 
1 Send me free sample sheets of M & V carbon papers. | 
| Tuses Regular (]) Noiseless [J | 
; Electric () typewriter and usually make — copies. | 
| Name tS SE eR aE ccibadaabeneti esiadiea 5 
| Address See SES ts eee EE 
| City- Zone State ' 
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